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the largest in the world, over 100,000 type- 
writers for the use of the United States and its 
allies. That we were able to supply this demand 
is a bright page in our history of success. 


Peace now recalls us to the needs of the 
public to which we owe our thanks, not only 
for its continued endorsement of our product, but 
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is for the patriotic patience it has shown during 

. the period when all Underwoods were devoted 

is to the necessities of war. 

sg Underwood typewriters are again : 
: available to the commercial world EB 
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UNDERWOOD TYPEWRITER CO., Inc. {8 
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A Saturday Morning in an Office 


By Ethel A. Rollinson, Instructor of Shorthand and Office Training in the State Normal School 
Salem, Massachusetts 


(This play will be found admirably adapted for use in connection with graduation 
or assembly exercises, or in the regular office training class. It brings out some im- 
portant points in business ethics and affords an opportunity for the demonstration of a 
number of office appliances. It has been given in the State Normal School at Salem 
with marked success. ) 
Scene: Stage divided into an inner and an outer office. 
Fr URNITURE: j 
Inner Office—Manager’s desk, two chairs. 
Outer Office—Secretary’s desk with typewriter and also talking machine near by; clerk's 
desk with bookkeeping books, file and adding machine near; multigraph; telephone on 
stand; extra typewriter desk; hatrack and mirror. 


Characters (in order of appearance) 


Bob, the office boy Mr. Grouch, the president 

Mr. Smith, a caller Mr. Colby, a caller 

Miss Harris, the secretary Miss Vivian Jameson, an applicant 

Dorothy, the clerk Miss Brown, an applicant 

Mr. Chapman, the manager Mr. Floorwalker, the vice-president 
sruMes: All in ordinary business dress except the first applicant, Miss Jameson, who is ex- 


treme in everything, color, style of dress, hat, veil, earrings, rings, etc. 
y y 


Three types of employers are shown—the manager who manages easily and well; the “grouch” 
o expects his employees to be machines only, to come at his call any time; and the “ floor- 
ker” who leaves an important letter until the last minute and rushes in with it almost at 
sing time. The proper method of making application by letter is indicated by comments 
ude upon several; also the proper way to dress and conduct oneself in a personal interview 
depicted by contrasting two applicants. A number of points on business ethics are brought 
(; such as, meeting callers, using the telephone properly, treatment of superiors, etc. Many 
fice appliances may be brought in during the drama. 
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(Office boy enters outer office, hangs up hat 
and goes to the telephone.) 


O. B.: Hello Central, give me 
Hello Bill, going to the game this after- 


noon? Oh, tell him that your grand- 
mother is dead. Sure I’m going, I don’t 
have to work. All right then, I'll meet 
you at——-. Say, will you—here comes 


Good-by. (Starts to dust.) 
(Mr. Smith enters.) 


the boss. 


Mr. Smiru: I would like to see the 
manager. 

O. B.: You can’t. 

Carter: But it is very important. 

O. B.: You can’t; he ain’t here. 

Catier: When do you expect him? 

O. B.: (Without stopping dusting.) 


Don’t know. 

Catier: Hey, boy, will you stop that 
confounded dusting long enough to attend 
to what I want? 

(Bob stops dusting.) 


Carter: Tell the manager that Mr. 
Smith called about the printing of those 
checks and ask him to call me up about 
them at ten o'clock to-day at 6412. 


O. B.: Sure, I'll tell him. (Starts dust- 
ing again. ) 
Carter: You had better write that 


down and put it on the manager's desk. 
You'll forget it before I’m out of the build- 
ing if you don't. 

(Exit caller.) 

(Bob writes the message and takes in into the 
inner office, puts it on the desk of the manager. 
He picks up several things on the desk and 
looks them over. Finally he picks up one sheet, 
seats himself at the desk and begins to read, 
making his own comments on “Dont’s for Office 
Employees.” ) 

“Don't be late.” No, but the boss can. 

“Don’t watch the clock.” How am I 
to know when it is time to eat or to stop 
working if I don’t? 

“Don't use the telephone for private 
conversation.” It’s the only time I have 
for making dates with Bill. 

“Don't overdress, but put enough on.” 
An awful slam on the georgettes. 

“Don't spend too much time at the mir- 
ror or in the cloak room.” You might 
look too nice. 

“Don’t chew gum.” 
it looks tough. 

“Don't fail to dress neatly.” 


I suppose he thinks 


Press 


WRITER FOR 











































AUGUST 


your trousers every night, shine your shoes 
get out a clean collar, etc., ete., and then 
if you have any time left go to bed. 

“Don’t stay out late nights.” Yor 
might forget to get up the next morning. 

“Don’t use slang.” I'd better keep my 
mouth shut when he’s around. 

“Don’t get angry when your employer 
corrects you.” Might lose your job. 

“Don’t try to make your employer b: 
lieve that he gave you a certain dictation 
when he are wrong.” Sure, 
you're wrong, he’s right. 

“Don’t fail to always be cheery and 
bright.”” Smile, dearie, smile. 

Wonder what he is going to do with al! 
those “dont’s.” Gee, I'd never get al! 
my work done if I had to think of all 
those all the time. 


(Enter Secretary in outer office, takes off coat 
and hat, looks around the outer office and 
then in the inner office for Bob.) 


Says you 


Good morning, Bob. How does 
it happen that you haven't the dusting 
done yet? 

O. B.: Oh, Smith 
and I had to interview him. 

Sec.: What about? 

O. B.: I don’t know, I forgot. It’s 
on that piece of paper. 

Sec.: (Going over to the desk and 
taking up the notice Bob wrote.) “Mr 
Smith came to see you about some paper 
checks he is writing for you and says to 
call him to-morrow morning at ten o'clock 
about it. His number is 6412. Per 
haps it is 6214." You never did get any 
thing straight anyway, Bob. Now 
does Mr. Chapman know which to call? 

O. B.: I don’t know. I can’t remem 
ber which The numbers are al! 
there anyway. 


SEc.: 


some guy came in 


how 


it was. 


Sec.: (Disgustedly) Where's the mai! 
O. B.: I’ve been too busy to get it. 
Sec.: Well, go get it now. 


(Exit Bob and Secretary straightens up the 
manager's desk; then qoes to the outer office 
and straightens up room and gets ready for 
work at her desk.) 


Son 


O. B.: (Entering with the mail.) 
bunch. (Stands playing with the talking 
machine which stands by the secretary's 
desk.) 

Sec.: 
begins to open the letters.) 


(Takes the mail, sits down and 


Bob, did you 
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finish setting up that letter on the multi- 


graph? 
O. B.: Nope. 
Sec.: Well, go and do it now then and 
don't waste so much time. 
B. goes slowly to the multigraph and starts 
setting up a copy.) 
(Enter Clerk.) 
CrerK: Good morning, Miss Harris. 
Good morning, Bob. 
Good morning, Dorothy. 
Bos: Good morning. 
erk takes off her hat and coat but stops for 
some time at the mirror.) 
O. B.: Don’t spend too much time be 
fore the mirror (to himself). 
k goes over to her desk and gets out books 
ready for work.) 
Sec.: Here's the letter about the check 
ou were looking for last night. 
Crerk: What happened to it? 
Sec.: Oh, the usual thing—the sten- 
ographer forgot to inclose it. They are so 
ireless about making inclosures. The 
letter needs no answer so you may file it 
when you are filing yesterday's letters. 
erk picks up the letter and basket of corres- 
pondence and starts filing.) 


fer Manager in inner office, or through 
fer office if there are not two entrances, 
uls the message Bob left on his desk and 
igs for the secretary.) 


NEC.: 


retary goes into the inner office with the 
vil she has sorted and her notebook and 
encil, and prepares for dictation.) 
M.: Good morning, Miss Harris. 
Good morning, Mr. Chapman. 
M.: What is this? (Holds up mes- 
sage 
Ec.: It’s a 
morning, 
M.: Well, call 
what it is all about. 
Sec.: (Going to outer office.) 
Mr. Chapman wants you. 


} 


SEC.; 


Bob took this 


message 


him in and let’s see 


Bob, 


Bot) Secretary and Bob go into the inner 
0 ffice.) 

M Tell me about this. 

O. B.: Why—er—it’s all there. 

M.: What does he mean by 
hecks that he is writing? 

©. B.: I don’t know—that’s what he 
Said 

Sec.: Don’t you suppose he means 
those checks you are having printed? 


paper 
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M.: Perhaps he does. But I wonder 
why he wants me to call him to-morrow. 
I’m not in the habit of doing business on 
Sunday. Sure he didn’t say to-day, Bob? 

O. B.: Perhaps so. 

M.: You had better try him about ten 
to-day, Miss Harris. Apparently you may 
take your choice of numbers. (Gives her 
the message.) ‘That's all, Bob. 

(O. B. goes back to work.) 


M.: Did that boy ever get anything 
straight! (Reads the incoming mail and 
dictates a reply to one, then picks up a 
pile fastened together.) What are these? 

Sec.: Answers to the advertisement for 
a stenographer which we put in the— 
last night. 

M.: All right. I'll 
You need not wait. 


(Manager looks over the letters, makes a com- 
ment on them and throws all but two in the 
hasket hack to her 


these over. 


look 


waste Secretary goes 


desk.) 

M.: Wonderful margins there 
as though you might bump your head, the 
top margin is so narrow. 

That's what I call conservation of 
paper—but it would look a little better if 
she had a bigger space of silence all around 
the letter. 

Now that looks as though she expected 
me to write my answer on the bottom of 
her letter—otherwise why the large space 
at the bottom. 

“I would like to apply for the position’’ 

go ahead no one is stopping you from 
applying. 

Wonder if that girl is as one-sided as 
she looks to be from the margins here? 

Hello, typewritten signature. 

Very good looking—but who wrote it? 

(Reads this letter all through.) That 
sounds good. (Puts it on desk.) 

Can't take time to read all this informa 
tion. Why will people write two-page 
letters of application? 

Now look at that! Will folks never 
learn to paragraph—make a lot of them 
and not put all they have to say in one 
great long one? 

(Reads this one all through.) Another 
good one. Well, here are two good ones 
out of all that lot.*(Rings for Miss Har- 
ris.) Miss Harris, will you phone these 


looks 

















THE GREGG 


520 





two applicants to come for an interview— 
one at 10:30 and the other at 11:00? I 
expect to be back in time to see them. I'm 
going over to see Mr. Ferris about that 
loan now. 


(Ezit Manager. Miss Harris goes to the tele 
phone in the outer office.) 


Sec.: (Telephoning) May I speak 
with Miss Jameson?—-This is the Second 
National Bank. Can you come in this 


morning at 10:30 for an interview with 

Mr. Chapman about the position for which 

you have Sust applied?—Yes, at 10:30 

Good-by. 

(Enter President while the secretary is tele 
phoning, and rings the bell several times be 
fore she can get there, into the inner office.) 


Sec.: (Entering inner office.) Good 
morning, Mr. Grouch. 

Mr. G.: (Grunts in reply.) Take this 
dictation. (Grouches out one letter.) 
Bring me that ‘letter as soon as you can 
get it done. I'm in a hurry. 

(Secretary goes back to the outer office to the 
clerk.) 

Sec.: Dorothy, will you please tele- 
phone this girl to come in for an interview 
at 11:00 this morning? Mr. Grouch is 
in a hurry for this letter. 

(Secretary goes to the machine and types the 
letter quietly while clerk telephones.) 

Ci.: (Telephoning) Is Miss Brown 
there? Miss Brown, this is the Second 
National Bank. Will you come in for an 
interview at 11:00 this morning?—Yes 
Good-by. 

(Clerk goes back to desk and uses the add- 
ing machine while the secretary is finishing 
her letter.) 


Sec.: (Finishing her letter and taking 
it to president.) Here is the letter, Mr. 
Grouch. 


(Mr. Grouch snatches the letter and hustles out, 
secretary goes to her desk and starts to type 
from record on the talking machine.) 

(Enter second caller. Secretary gets up to 

meet him.) 


C.: Is Mr. Chapman in? 
Sec.: No, but I expect him in soon, 
will you wait for him? 

C.: No, I’m in a hurry. 
the door.) 
Sec.: 
to him? 

C.: Tell him that Oliver Colby called 


(Starts to 


Is there any message I can give 
* 
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about the mortgage which he wishes 

pay next week. 

(O. B. stops work and stares at the secret 
and the caller.) 

Sec.: (Writing the message.) I'll s 
that he gets the message as soon as 
comes in. Can he communicate with y 
by telephone? 

C.: Yes, at 
(Writes number.) Is there any 
particular time that you would like to have 
him call you? 

C.: I’m going out of town in about 
half an hour and won't be back until Mor 


Sec.: 


day. Call me any time Monday morning 
Sec.: Certainly, Mr. Colby. 
C.: Good morning. 
Sec.: Good morning. 
(Feit caller.) 
O. B.: Some conversation you had 


Getting his life history? Say, are you 


supposed to say all that? 


Sec.: Surely. Why? 

O. B.: What's the use of wasting so 
much time? 

Sec.: It always pays to be polite to 
callers, Bob. 

O. B.: Can't see why. You may never 
see him again. 

Sec.: But, Bob, a person likes to trade 
with a concern where he is met court 
ously. 

O. B.: But this isn’t your concern 


It’s no money in your pocket. 

It is money in my pocket as far 
as that is concerned. If I couldn't meet 
people courteously, Mr. Chapman would 
get someone who could. And besides there 
are some things that one finds it neces 
sary to do even though he does not get 
paid in dollars and cents for doing them. 
What time is it?—Ten o'clock! I must 
try to get that Mr. Smith on the tele 


Sec.: 


phone. Can't you remember the number 
Bob? 
O. B.: Nope. (Goes back to work. 
Sec.: Dorothy, will you look in the 


files and see what the initials are of Mr 
Smith, the printer? 

Cui.: (Looking in the files.) Henry ! 
Sec.: Thank you. (Takes up the tel 
phone directory.) Don’t see his name her 
anywhere. I shall have to call up both 
numbers I suppose and the last one wi 

the the right one, probably.—cCentral, ¢ 
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me 
found at this number ?—Thank you. 

May I speak with Mr. Smith? 
Yes, this is the Second National Bank. 





set 
h All right, thank you. 
vO (Puts up the receiver.) Bob, will you 
| write a note on Mr. Chapman's pad that 
Mr. Smith will call Monday at nine? And 
ny lo get it straight this time. 
ave O. B. goes into inner office to write the. mes- 
je while the secretary goes back to her desk 
out Starts to type.) 
a Inter manager in inner office and goes into 
he the outer office.) 
- M.: Did you telephone those two ap- 
jlicants to come in for an interview? 
Sec.: (Rising as the manager address- 
es her.) Yes, sir. 
- M.: What time did you tell them to 
vou ye in? 
Sec.: One at 10:30 and the other at 
1:00. 
- M.: Good beginning. (Pulls out 
itch.) The first one is ten minutes late 
to now. 
(Manager goes back into inner office.) 
ver inter first applicant in a breezy manner; 
goes over to the secretary.) 
ade A.: I’m Miss Vivian Jameson. Tell 


“Le Mr. Chapman that I’m here to see him 
bout that position. 


mn Sec.: Will you please be seated while 
| see if Mr. Chapman can see you now? 
far Instead of being seated Miss Jameson walks 


t tround the room inspecting everything, finally 
she takes out her powder puff and powders 





uld her face while looking in the mirror, arranges 
ert her earrings and veil.) 
es- 
ner Sec.: Miss Jameson is here, Mr. 
a Chapman. Will you see her now? 
- M.: Yes, show her in. 
as Sec.: (Going into outer office.) Mr. 
ma Chapman will see you now, Miss Jameson. 
ipplicant goes into inner office and seats 
herself at manager's side.) 
the M.: What is your name? 
Mr A.: Miss Vivian Jameson. 
M.: What education have you had? 
I A.: Just what is needed for this posi- 
‘le- nm—French, Spanish, History, Algebra, 
ere ligh Mathematics. 
oth M.: Never mind about that now. Of 
vill hat schools are you a graduate? 
\.: The ———Grammar, one year at 
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Can Mr. Smith, the printer, be 
I am 
sorry to have troubled you. Operator, give 
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High, six months at the Com- 


mercial School. And I should expect a 
salary of twenty-five dollars to start with. 


M.: I see. What experience have you 
had? 
A.: Two weeks at , one week at 


, and one week at . 

M.: What sort of work did you do? 

A.: General office managering. 

M.: Just what were your duties? 

A.: Why—er—er answering the 
telephone, filing letters, sealing letters, 
and that sort of thing. 

M.: Why did you leave such attrac- 
tive positions? 

A.: Well, I left because the head 
stenographer wouldn't let me finish a novel 
that I wanted to take back to the library; 
at they wouldn’t give me time to work 
on my knitting and I had a sweater that 
I wanted to get done for this summer; 
and at they were most inconsider- 
ate—I had an invitation to the matinee 
and they wouldn't let me off to go. I 
prefer to work for people who treat their 
employees as human beings. 

M.: Well, Miss Jameson, I’m afraid 
that you would not be satisfied with us 


here. There is not time for knitting, 
novel reading or theatre going in this 
office. We are all much too busy for 
that. We will therefore end the inter- 
view. 


A.: Oh, I’m sure I should like it here. 
M.: However, that is hardly the point. 
I doubt if we would like to have you here. 
A.: I’m sure you would be satisfied 
with my work if you would only try me 
out. 
M.: 
A.: I have no paper. (Manager gives 
her paper.) Pencil. (Gives her pencil. 
After quite a bit of adjusting of veil and 
rings Miss Jameson takes this dictation.) 
Mr. William Morris, Waltham, Mass. Dear 
Sir: I have your favor and in reply would 
state that I accept the offer in yours of recent 
date. I wish to say, however, that under no 
conditions can I afford to think of your free 
lance proposition. I shall be in to-morrow to 
turn the matter out. The copy will be ready 
about August tenth. Material of this nature 
should not be rushed unduly. Thanking you 
for the favor, I am Yours very truly, 
M.: (Ringing for Miss Harris.) Miss 
Harris, will you please show Miss Jame- 


Very well, take this dictation. 
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son where she may type this letter? 
Sec.: (Showing applicant into outer 
office.) You may use this one. 
Applicant has a great deal of difficulty in 
operating the machine and also in reading 
her notes. She types jerkily and laboriously, 
stopping for long spells to read her notes 

After sufficient time has elapsed the second 
applicant enters; first one then stops typing 
and reads letter.) 

A.: (Modestly) I am Miss Brown. I 
came in response to your telephone call to 
see Mr. Chapman. 

Sec.: Will you be seated, Miss Brown. 
I will see if Mr. Chapman will see you 
now. 


_~ 


(Miss Brown sits down as directed.) 
Sec.: (Going to inner office.) Mr. 
Chapman, will you see Miss Brown, the 
other applicant for the position of secre- 
tary? 

M.: Does she look anything like our 
friend Vivian? 

Sec.: Not at all. 

M.: I hope not. Miss Jameson will 
not do at all. She thinks that she will 
but I gave her that dictation to prove to 
her that she will not. I'll see Miss Brown 
now. 

Sec.: 
Chapman will see you. 
inner office. ) 

M.: You are Miss Brown? 

A.: Yes, sir. 

M.: Be seated, Miss Brown. 
interested in the banking business? 

A:: Yes, sir. 

M.: What training have you had? 

A.: I am a graduate of the ———High. 
and I have just completed a commercial 
course at 


outer office.) Mr. 
(Shows her into 


(Going to 


You are 


M.: What experience have you had? 

A.: I have had no experience in an 
office outside of the school but I have 
completed a _ practical Office Training 


Course so that I am familiar with office 
routine, office appliances, and with what 
is expected of a stenographer, aside from 
being able to take dictation rapidly and 
to transcribe it accurately. 


M.: The work here would be to take 
dictation, to help with the files, and in 
general to assist the secretary. Could 


you do that kind of work? 


A.: Yes, sir. I think I could 


WRITER 


FOR AUGUST 

M.: What makes of typewriters can 
you use? 

A.: Any standard single keyboard. 

M.: What system of shorthand do yor 
write? 

A.: ' 

M.: Good. That is the system the sex 
retary uses and sometimes it will be neces 
sary for you to type from her notes. Ther: 
will be no difficulty about that? 

A.: No, sir. 

M.: How many letters can you writ 
a day? 

A.: About fifty. 


M.: What salary would you expect? 

A.: I think about twelve dollars a 
week is what I am worth at present. 

M.: Take this letter, please, Miss 
Brown. (Dictates a letter to her.) Go 
out to Miss Harris and she will assign 


you to a machine. 

A.: Will you please tell me what ma 
chine to use? 

(First applicant who has been reading her let 
ter and has been looking things over in the 
office during this interview, stops and look 
the second applicant over as she sits dow 
to type and then rushes into the inner office 
with her completed letter. She seats herself 
again at the desk, and hands the letter ¢ 
the manager.) 


M.: (Reading the finished product 
Mr. Morris Williams, Waltham, N. J. Dear 
Madam: I have a feever and in a pile I sit 
and I accept the offer as vou have reasone 
it. I wish to see however, that under no co! 
dision can I think of a free lunch proposition 
I shall be in to-morrow to turn the mother out 
The cap will be red and will cost about ter 
dollars. Material of this nation should not rust 
Mr. Dooley. Thinking you have the feever, 
I am, Yours truly, 

M.: Really, Miss Jameson, you cer 
tainly will not do for this position. |! 
would advise you to go to some good schoo! 
and take a thorough course in shorthand 
and typewriting, if you wish to do sten 
ographic work. Also your ideas of what 
is required of a stenographer need to b: 
changed before you can hope to make « 
success in any office. 

A.: Very well. 
office. ) 

(Second applicant has during this time been 
carefully reading over her notes and now 
starts to write with steady and even touch 


A.: (After finishing letter.) Shall | 


(Flounces out o 
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take this to Mr. Chapman? 

Sec.: Yes, you may take it right in. 

A.: (Handing the letter to Mr. Chap- 
man.) Here is the letter you dictated to 
me. 

M.: (Reading the letter aloud.) Very 
good, Miss Brown. When could you come 
n to work? 

A.: Monday morning. 

M.: Good. Come in at eight-thirty 
ind twelve dollars a week will be perfectly 
satisfactory. (Rings for Miss Harris.) 
Miss Harris, Miss Brown has shown her- 
self very satisfactory and will come in 
Monday morning. Will you show her 
ibout the work at that time? 

Sec.: Yes, sir. 

|pplicant exits, and secretary goes back to 

her desk.) 

M.: (Going to outer office.) I have 
to see Mr. Graham before one. It is half 
past twelve so I will go now. Is there 
inything that you need to see me about 
before I go? 

Sec.: No, sir, I think not. 

(Exit Manager.) 
Ntenographer who has been busy about other 
luties now begins to type as there is no con- 
versation going on, she writes but a short 
time when the vice-president, Mr. Floor- 
walker, enters.) 

Mr. F.: Will you take this dictation, 
Miss Harris. (He dictates, walking up 
nd down the floor all the time. Pulls 

it watch.) One o’elock! You won't 
ive time to type that now, it is time to 


ose. I didn’t realize that it was so late 
vhen I came in. (Starts out.) 
Sec.: I will stay and finish it for you, 


Mr. Floorwalker. 
Mr. F.: No. It can wait until Mon 
lay. I am in no hurry for it. 
(Mr. Floorwalker exits.) 
‘secretary, Bob, and the clerk begin to pick 
up things at their desks.) 


O. B.: You took an awful chance of- 


tering to stay and type that letter. Sup- 


se he had taken you up on it? 
Sec.: Then I should have stayed to 


do it. 


O. B.: What! You would have worked 
ertime? 

Sec.: Surely. I’m always willing to 
vy when there is work to be done. 

O. B.: I would be too, if they would 
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pay me double for overtime. But I don't 
work for nothing—not if I know it. 

Sec.: As long as you never do any 
more than you are actually paid to do, you 
will never get paid for one bit more than 


you do. 
O. B.: Bosh! 
Sec.: It is true, Bob. When there is 


a chance for promotion it is always the 
one who is willing to do what is asked of 
him, and when it is asked, who gets the 


promotion. 

O. B.: No, sir. Promotions are all 
luck. 

Sec.: No, Bob. It is true worth and 


not luck. And besides the money end of 
it, there is a real pleasure in knowing that 
you are serving your employer to his en- 
tire satisfaction. And the more it incon- 
veniences you to please, the better you 
feel about it when it is done. 


(Bob has finished his work and now stands 
holding the door open while the girls are still 
busy.) 


0. B.: Ain't you most ready to go? 


Cri.: Why are you in such a hurry, 
Bob? It is early. 
O. B.: But it is ten minutes past one 


and we're only paid to stay until one. And 
I don’t propose to work overtime if Miss 
Harris does. And besides I've got a date. 

Girls have on their hats and coats but 
before going out stop while the secretary 
says: Bob, you will never get one step 
higher in the world until you change your 
motto. “Never let duty interfere with 
pleasure” sounds well enough, but it 
doesn’t put money into the pay envelope 
on pay day. 





(AU exit.) 
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Are You Lighting Candles 
(The key to this plate is given on page 557) 
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The LEARNER and HIS PROBLEMS 


A Department of Assistance for the Shorthand Learner and Others 
Conducted by Alice M. Hunter, 24 East 28th Street, New York City 


Its purpose is to make zasier and more pleasant the road to shorthand skill. 


invites correspondence and contributions from teachers as well as from learners 
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The editor 








Suggestions about Teaching Shorthand 


By Alice M. Hunter 


Extracts from a paper read before the Gregg 


HE past few years have been marked 

by the development of many new 

methods of teaching shorthand. This 
change has been brought about largely by 
the higher standards which business men 
have demanded of office workers generally, 
and of stenographers in particular. It 
has been intensified by the war activities 
and the resulting necessity for accomplish- 
ing more work with fewer workers. 

This has necessitated the introduction 
of office training courses and the training 
of young people who have greater skill in 
writing shorthand and in typewriting. To 
produce better results in the same length 
of time has required a general speeding 
up in the entire teaching process. The re- 
sults obtained in a few schools have shown 
other teachers what could be done and have 
inspired them and their pupils to obtain as 
good results or better. 

To obtain these results many methods 
formerly used have of necessity been 
thrown. into the discard, a new kind of 
shorthand recitation has been developed 
and a new kind of assignment for outside 
work has grown up. A _ new variety 
of shorthand examinations and tests and 
new methods of marking papers have re- 
sulted. 

Among the characteristics of a short- 
hand recitation conducted along modern 
lines are: 

Brief explanations and simple illustra- 
tions. The teacher talks little and only 
bout the subject at hand. The really 
mportant points are made to stand out 

learly—others drop into the background. 
Before teachers learned to test out their 


Shorthand Teachers’ Association of New York) 


methods by keeping constantly in mind how 
the students were to use shorthand, ex- 
planations were often long and illustra- 
tions complicated. The teacher suggested 
and even drilled on unusual words and 
phrases instead of making the drills short 
and intensive and emphasizing principles 
and shorthand forms which are commonly 
used in practical work. 

Another characteristic of the modern 
shorthand recitation is that every member 
of the class is working every minute. When 
the teacher dictates every student writes. 
When one member of the class reads the 
others write. 

Another lesson that shorthand teachers 
have learned is that more can be accom- 
plished in the way of vocabulary building 
by short, intensive drills. New matter is 
given in every recitation from the very be- 
ginning of the work and the material for 
dictation is carefully selected. The care 
and thought and judgment which a teacher 
uses in the selection of dictation material 
is a fair measure of the teacher's success, 
for the results depend upon this to a 
greater extent than most of us realize. 

Dictation material should be varied, it 
should be interesting, it should have 
some definite value in addition to 
giving shorthand writing and reading 
practice. The day when the material for 
advanced dictation consisted entirely of 
business letters, laden with stereotyped ex- 
pressions, has happily gone by. We have 
learned that the principles of business let- 
ter writing may be taught through the 
medium of the dictation classes. Indeed, 
we have come to realize that students learn 
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as much or more about business letters 
from the letters they write and transcribe 
in their shorthand classes than they do 
in the business English class, and so the 
letters which we dictate are being selected 
with care. The stilted, cut and dried “jar- 
gon” has been eliminated. The letters are 
interesting, varied, well written and, as far 
as possible, convey information about busi- 
ness methods, advertising or salesmanship 
principles, or commercial products. 

No less care should be used in the selec- 
tion of solid or literary matter. The ma- 
terial should be well written from a liter- 
ary point of view, it should be interesting, 
it should be carefully graded, and it should 
convey information or inspiration. . . 

I have spoken of the higher standards 
of business men as one reason for the 
development of new methods of teaching 
shorthand. I believe that there is another 
reason—the growing realization on the 
part of teachers that the real reward for 
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any work must be found in the work itself. 
For that reason teachers are striving to 
become master teachers and are striving to 
make their students expert writers. There 
is a feeling of satisfaction and pride in 
doing your work as well as you can pos- 
sibly do it, which is a reward in itself. It 
is this spirit which lies behind the success 
of the O. G. A. and the O. A. T. The stu- 
dent who is to have a pride in turning out 
perfect stenographic work in the future, 
a pride in becoming an efficient secretary 
or an expert writer or a successful business 
man or business woman, must be led to-day 
through his class work, through the content 
of the material written and read in the 
shorthand classes, and through the way 
the work is done to feel the satisfaction of 
good work well done. To accomplish this 
the teacher must have the work carefully 
planned every day and must never lose 
sight of the important part that interest 
plays in the student's success. 


°o 


How to Use the Wordsign Chart 


gin at any corner and dictate either down 


N response to many requests we are 
reprinting the chart which contains 
all the wordsigns arranged in conveni- 
ent form for dictation and reading practice. 
It is generally accepted among shorthand 
teachers that in order to fix the wordsigns 
firmly in the student’s mind frequent and 
varied reviews of the entire wordsign list 
are necessary. Much more may be ac- 
complished in a few minutes of intensive 
drill given daily than in the same length of 
time divided into longer periods. Some 
teachers appoint a member of the class 
to dictate wordsigns or wordsign sentences 
while the teacher is taking the class roll, 
making out absence slips, or attending to 
the records which must be made during the 
recitation period. The wordsign chart will 
prove valuable for use for dictation by the 
teacher or for reading practice for the 
students. 
The special value of having the word- 
signs arranged in a chart lies in the fact 
that the order of dictation or reading may 


convenience of having the wordsigns in 


or across. She may dictate alternate lines 
or down on one column and up on the 
next, across on one column from left to 
right and from right to left on the next. 
The dictation may begin in the middle of 
the chart. 

A speed reading test may be worked out 
by timing several students to see who can 
read a given number of lines in the least 
time. By beginning at a different place 
in the chart or by using a different system 
each will stand the same chance, as there 
will be no opportunity to practice any spe- 
cial lines before the trial is made. An ex- 
cellent drill in concentration is to give in- 
structions something like this: “Beginning 
with the fifth horizontal row read alternate 
rows from right to left.” One of the most 
frequent complaints from business men is 
that beginning stenographers are not able 
to carry out instructions promptly and ac- 
curately. Drill of this kind is valuable for 
developing the ability to hear and to com- 


The average class thoroughly enjoys work 


be varied with each dictation and in ‘fg accurately and to respond quickly. 


this compact form. The teacher may be- 


f this kind and a snappy wordsign drill 
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at the beginning of a recitation will give 
enthusiasm to the entire class period. 


The following sentences have been spe- 
cially arranged to go with this chart. They 
are short; each wordsign is used at least 
once, and so far as possible in the order 
in which they occur in horizontal lines, be- 
ginning at the top of the chart. 


Many teachers have had these charts 
cut from the magazine, mounted on heavy 
cardboard and kept as a part of the school 
equipment. They can then be distributed 
and used whenever the needs of the class 
demand. 

The official opinion is clear. 

I cannot endure more. 

The future of this society is beyond question 

Much depends upon you, sir. 

Every clerk should use the typewriter. 

The small motto read “Trust in God.” 

We usually get some business in that terri- 
tory. 

The acceptance should be signed in about an 
hour. 

They may find the body soon. 

Part of one order has gone. 

Please collect the bill immediately. 

The principal will inclose a report. 

Such an organization may exist. 

The clerk will check the above list. 

He will accord the pupil a hearing. 

He shows a good spirit about his work. 

This is in accordance with our usual custom. 

He got a copy of his speech for me. 

I consider this call very important. 

We carry this government publication in 
stock. 

The following instance is told by the judge. 

After standing for an hour the agent went 
away. 

You should acknowledge every order im- 
mediately. 

The law is different in the other state. 

Why does he want this particular house? 

I have all the stock I care for now. 

He was a business acquaintance. 

It is strange that you allow him here. 

The firm will consider it a great favor. 

The correspondence of this corporation is 
surely important. 

Your first letter should cover this point. 

I suggest that this kind of cover would be 
an improvement. 

The strong point is quality, not quantity. 

I see the advantage of advertising every 
week. 

What is the cause of this change in the 
certificate? 

The public will give the railroad credit for 
the improvement. 

Please thank your friend again for me. 

Did you receive the bill for light? 

In this industry the hours are long, but I 
like the work. 
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The railway will deliver the goods. 

I agree with you thoroughly. 

The company will not make any change 
now. 

What was the influence 
rangement upon them? 

I have little influence with you, gentlemen. 

You could then ask for a new draft. 

The truth is that there is no record of this 
insurance. 

Please direct him fully and clearly. 

This system is in use throughout the world 

Where shall I put the invoice? 

Mr. Smith gave the course to assist his wife. 

Do not refer to me when you can avoid it. 

I regret that you cannot find the dollar bill. 

Where did you look for it? 

The new car ‘is a thing of beauty. 

The jury did not hear the reply to this re 
mark. 

Can you give the value of this mortgage? 

While you are here we shall get better 
attention. 

Please make a duplicate copy immediately. 

How do you represent this vowel? 

Please be definite about the remittance. 

Messrs. Cole and Lane have great wealth 

You must sell this car during the season. 

He may never become great. 

He will devote most of his time to the news 
paper. 

In this respect his education is satisfactory 

I am glad that you can write so well. 

The wire was bound with silk. 

When did you determine to move? 

The letter said: “Dear Sir: I shall return 
immediately.” 

The speech was without effect. 

They Nave kept the name from the public. 

It is no wonder that you object to this 
charge. 

The firm will oblige the merchant on this 
occasion. 

You must hand this to me to-morrow. 

He has had enough difficulty in this opera 
tion. 

Is he behind with his bills? 

It is a satisfaction to do work well. 

It is his duty to make a report on the char 
acter of each claim. 

Do you believe that he would trust me? 

Please send a record of your speech to the 
office. 

What is the significance of this report? 

Yesterday he went to the market. 

Yes, the fault is his. 

How far has he gone? 

The young pupil will not be here until next 
month. 

Yes, this is the right side. 

Where will you go between now and then? 


of this recent ar- 


oO? 
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(These letters are selected from “Constructive Dictation” by Edward Hall Gardner) 
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JAX DEPARTMENT 


Devoted to the Development of Artistry in Shorthand Writing 
Conducted by Guy S. Fry, 24 East 28th Street, New York City 





This Department is the official mouthpiece of 
the O. G. A. The purpose of the organization 
is to encourage the development of skillful 
shorthand writing. Membership is granted to 
those whose notes show artistio merit. 


How te become a member: Practice the test 
article until you secure two copies that repre- 
sent your best wo Mail one of these to the 
editor of the department and retain the other 
for comparison with the published plate. If 
the specimen sent us reaches the required 
standard, a membership certificate will be sent 
you. Otherwise your work will be returned 
with suggestions and criticisms and you may 
try again. To secure approval notes must be 
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N the next teachers’ contest the rest 
| of us will have some chance—both 
Miss Beatrice Vollum of Leigh-on- 
Sea, England, and Miss Mary Macdougall 
of the Evanston Township High School, 
Evanston, Illinois, are hereafter debarred. 
teachers need no introduction to 
Gregg Writer readers for both have won 
distinction as shorthand writers in previous 
contests and in the training of other win- 
ners. Miss Macdougall secured first place 
n our teachers’ blackboard contests twice 
n succession, and was the 
motive back of the rule barring first-prize 
winners from further competition! We 
didn’t make the rule broad enough to cover 
ill kinds of contests—and we are glad we 
lidn’t, because we don’t often have the 
pleasure of receiving such shorthand work 
s Miss Macdougall sent in the specimen 
ubmitted for this contest, and we wouldn't 
have missed it fot a good deal. 
Miss Vollum has been a consistent par- 
cipant in O. G. A. activities and contests 
for several years. Twice she has won sec- 
nd place in the annual contest. Of course, 
this year she was barred from the general 
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Results of the Teachers’ Contest 


compelling 


correct in theory, accurate in proportion and 


execution, free in movement. 


A Certificate of Superior Merit is awarded to 
those w notes are of superior excellence. 
This ie the highest credential awarded for 
artistic shorthand writing. It will be issued 
in connection with the membership certificate 
to those whose notes warrant it. Members 
may become candidates for the Cerlificate of 
Superior Merit. A circular about this certifi- 
cate and how to secure it will be sent on 
request. 


Examination Fees: An examination fee of ten 
cents must accompar.y cach specimen submitted 





contest under the rule excluding teachers. 
The specimen she submitted is worthy of 
a place with the finest product of short- 
hand writers, and it is a great pleasure to 
us to have an opportunity to give recogni- 
tion to the splendid artistry she has de- 
veloped. 

Probably you have guessed the answer 

-the specimens submitted by Miss Mac- 
dougall and Miss Vollum were rated as 
tying for first place. The two specimens 
are reproduced here and you may be able 
to persuade yourself of a preference. The 
specimens have distinct individuality, they 
are quite different from each other, but 
to say that one is written in a better style, 
or more correctly than the other was more 
responsibility than the judges dared to 
assume. We have accordingly declared a 
tie—and by this subtle move have removed 
from the field in future contests two writ- 
ers who would be hard to beat! 

The second prize goes to Mr. Guy G. 
George, known to many of us in connec- 
tion with his service in the Stadium High 
School, Tacoma, Washington, but now in 
Washington, D. C. You will all agree 
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Miss Vollum’s Notes 


First Prize, Teachers’ Contest, 1919 Second Prize, O. G. A. Contest, 1917 
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ifter examining the reproduction of Mr. 
George’s specimen that he writes beauti- 
ful shorthand. He is blessed with the en- 
thusiasm for the art that seems to be an 
indispensable part of the equipment of any 
writer who aspires to unusual skill. When 
there is anything doing in shorthand Mr. 
George can be counted on to take part. 
In our first blackboard contest his speci- 
men received the very favorable comment 
of many of the judges, one of whom set 
forth the characteristics of the notes in 
explaining his preference for the speci- 
men “because of dash, swing and speed.” 
are elements that have always 
shown in Mr. George’s work, and they will 
be found present in the specimen shown 


Those 


here. 

Third place goes to another friend of 
long standing, Miss Mary E. Jones of 
Utica, New York. Among the specimens 
that we have selected from the many thou- 
sands that have passed through our hands 
in recent years, and because of their ex- 
cellence held aside for our personal pleas- 
ure in examining them from time to time, 
there ‘ts one received in 1917 from Miss 
Jones. It was awarded fourth prize in 
the fourth annual contest of the O. G. A. 
In commenting upon this specimen Miss 
Winifred Kenna, at that time editor of the 
O. G. A. Department, referred especially 
to the process by which Miss Jones de- 
veloped her ability as a writer—through 
persistent and thoughtful practice. The 
ittitude of mind that develops experts was 
reflected in the letter Miss Jones sent with 
her specimen two years ago. It shows us 
» clearly the effort that is required to 
ttain a high degree of skill, and the am- 
bition and enthusiasm which furnish the 
stimulus, that we reprint the extract from 
er letter that was given in the report of 
the contest at that time: “I couldn’t tell 
ou how many times I wrote this article. 
This is my thirteenth effort, I fear. Even 
then I am not satisfied with it.- I would 
et halfway through the selection and 
then there would come a blot or a ‘wiggley’ 
ne, and I would have to start again. 
Since the first of the year I have been en- 
leavoring to improve my shorthand. I 
ive gone through the late edition of the 
textbook and have practiced diligently 
from the plates in the magazine.” 
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The ideas presented in the letter from 
Miss Jones are not new to us, but they 
are of such importance that we need to 
repeat them at frequent intervals if we are 
going to maintain our ideals and advance 
our standards. Some writers are gifted 
beyond the gifts of others, but from every- 
one who has traveled the road to artistic 
excellence comes the same _ report- 
thoughtful, persistent practice did_ it. 
When we see the work of these writers and 
receive their comments, we realize anew 
that all teachers might have this ability 
to write if they could be prevailed upon to 
pay the price of excellence. And the price 
paid would yield large dividends in better 
results in the classroom and in personal 
satisfaction. Perhaps the most pleasing 
feature of this contest to the judges was 
the evidence that this continued effort, 
backing an ambition to excel, will pro- 
duce results. To give our readers an op- 
portunity to note the greater excellence of 
style attained by Miss Vollum through her 
study and practice during the past two 
years, we have printed side by side her 
specimen of two years ago and the one 
written for this contest. 


Honorable Mention List 


Besides the papers on which the major 
prizes were awarded the specimens sub- 
mitted by the following people were rated 
as meriting honorable mention: 


Stratford High School, 


Liynola Avery, 
Stratford, Conn. 

J. F. Caskey, State Normal School, Belling- 
ham, Wash. 

Mertie Davis, Polytechnic High School, Long 
Beach, Cal. 

Sue C. Devereaux, Strayer’s Business Col- 
lege, Baltimore, Md. 

M. Emma Eichelberger, 
College, Philadelphia, Pa. 

L. A. Fawks, Central Business College, Kan- 
sas City, Mo. 

Edith Finley, Clifton High School, Clifton, 
Ariz. 

C. W. Kitt, Stockton High School, Stockton, 
Cal. 

Nina A. Leonard, The Taylor School, Phila- 
delphia, Pa. 

Norah T. Mangan, Bryant & Stratton Com- 
mercial School, Providence, R. I. 

William J. O’Brien, Hillhouse Evening 
School, New Haven, Conn. 

Mrs. J. P. Peterson, Humboldt College, Min- 


neapolis, Minn. 


Bank’s Business 
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Miss Macdougall’s Notes Mr. George’s Notes 


First Prize Second Prize 
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Miss Jones’s Notes en State Normal School, Chad- 
‘ : Eleanor Skimin, Manual Training High 
Third Prize School, Indianapolis, Ind. 
Mrs. J. Snyder, Wheat City Business Col- 
lege, Brandon, Man., Can. 
A. G. Spencer, Private School, Cristobal, 
Canal Zone. 
Myers E. Zimmerman, Valparaiso University, 
- Valparaiso, Ind. 
George H. Zimpfer, High School of Com- 
. pac 7 4 ie —— mere. Titeniies his. 7 
AZ , - S While some of the work came from peo- 
; or rae s ple of comparatively short experience in 
this field, other names will be recognized 
— = as those of writers who have won honors 
in previous contests. It is especially 
»leasing to us to note that the high ideals 
a oe. nf shorthand craftsmanship we have en- 
deavored to cultivate are being accepted 
as the standard of many of the teachers 
who are just getting started. This speaks 
well for the future. There can be no doubt 
that upon the teacher's appreciation of ar- 
tistic and skillfully executed shorthand 
and her ability to demonstrate personally 
the principles on which she works, will 
depend the progress of the art. The lack 
of practical writing ability on the part of 
many teachers has been a most lamentable 
feature of shorthand history. Perhaps it 
is not altogether an unfavorable develop- 
ment that some of us who are old-timers 
will have to look to our laurels lest we be 
superseded by younger, more enthusiastic 
and more ambitious people—teachers who 
start with high ideals and the willingness 
to put forth whatever efforts are necessary 
to accomplish them. Among the papers 
we have examined in connection with this 
contest were many showing great promise 
and if these writers follow the course so 
creditably marked out for them by Miss 
Vollum, Miss Macdougall and others, they 
may expect to be ranked among the lead- 
ers in the profession. 
¢) 
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August O. G. A. Test 


(Good until September 25, 1919) 


The business man should have as thorough 
a preliminary training as the lawyer, the doc- 
tor, the engineer or the theologian. He should 
have a broad general knowledge; he should 
know the anatomy, as well as the physiology 
of the industrial world; he should be quick to 
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detect symptoms, make diagnoses and pre- 
scribe remedies. A business man has to learn 
a good deal of business, as the soldier has to 
learn the art of warfare, under fire. The bus- 
iness man is under fire when he is exposed to 
real risks and to the unexpected emergencies 
of real trading. His success or failure under 
such conditions depends largely upon his abil- 
ity to grasp these problems. You cannot arti- 
ficially reproduce in a school of commerce the 
conditions of real business, but you can incul- 
cate an aptitude for commercial affairs, a 
desire for work, a love for order and economy, 
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the spirit of enterprise, clearness of judgment, 
probity, standards of honesty and integrity, 
and lessons of promptness and reliability—qual 
All these 
can be taught in a school of commerce. The 
men and women who succeed in business or in 


ities that make a good business man. 


the professional world to-day are those who 
have made adequate preparation and who have 
risen step by step to positions of influence and 
responsibility—Colonel Charles H. Murphy, 
High School of Commerce, San 
Francisco, California. 


Principal, 


Plate for June O. G. A. Test 
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Superior Merit Certificates 


CANADA 
Agnes Forsyth 
Mary H. Macklin 


MASSACHUSETTS 
Rose Bakalar 
Sister M. Edmond 


Lottie M. Carson 


MICHIGAN NEW JERSEY 
Sister M. Leonardo 
W ASHINGTON 

Marius Nordal 


Honorable Mention 


Edythe Peterson, Heald’s Business College, San Jose, California. 
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EDITORIAL VIEWS 








The Burden of ‘‘Position”’ 


N the report of the “Pitmanic Round 

Table” at the E. C. T. A. meeting, 

which appeared in the June number, 
we said: 

“Godfrey Dewey read a paper on the 
‘Inherent Strength and Weaknesses of Pit- 
manie Shorthand.’ He classified the lead- 
ing weaknesses under four heads as fol- 
lows: 

Weakness I: 
vowels. 

Weakness 2: Value of ‘position’ overesti- 
mated—imposes an excessive burden upon the 
writer. 

Weakness 3: 

Weakness 4: 
ters. 

“Outside of that, he thought it was all 
right. Under weakness four, he illus- 
trated twalve different methods of writing 
the combination ‘str’ in Pitmanic short- 
hand, so much emphasized thirty years ago 
by D. P. Lindsley, author of Takigrafy, 
of which system the speaker is a writer.” 

Mr. Dewey writes us that the statement 
of his views on “Weakness 2” is not cor- 
rect. He says: 

“Power of position overestimated—imposes 
in excessive burden upon the reader” would 
have fairly summarized my statement. I will 
ippreciate your correction of the misquotation. 


Reliance upon detached 


Lack of horizontality. 
Wrong assignment of charac- 


We are complying with Mr. Dewey’s re- 
quest; but it does seem to us that the cor- 
rection makes no real difference. Our re- 
porter meant that position writing was a 
burden upon a writer of shorthand—it 
does not make very much difference 
whether he feels the burden when he 
writes his shorthand or when he attempts 
to read it. 

We understand, of course, the point 
which Mr. Dewey has in mind. There are 
twelve vowels and four diphthongs, and 
but three positions; therefore this gives an 
iverage of five vowels or diphthongs for 
ach position. If the writer is able to 
bserve “position” under the stress of 


rapid writing, he merely indicates that 
one of five vowels or diphthongs is some- 
where in the outline. That certainly “im- 
poses an excessive burden on the reader’’— 
who is usually the person who did the writ- 
ing. Furthermore, position writing does 
not tell what the vowel is, nor does it tell 
where the vowel occurs in the outline. 

In our opinion, there is also an “ex- 
cessive burden on the writer” in thinking 
ahead as to the position in which the word 
should be placed; and there is also an “ex- 
cessive burden on the writer” in dodging 
from one position to another, instead of 
proceeding continuously along the line of 
writing. As the distinguished congres- 
sional reporter, the late David Wolfe 
Brown, said: “The more often you depart 
from the line of writing, the greater the 
labor for the hand, and the less the 
speed. Therefore, avoid word-forms and 
phrases which needlessly carry the hand 
away from the ‘second position’ "—mean- 
ing by the “second position” the line of 
writing. 

It seems obvious to us that position writ- 
ing imposes an excessive burden upon both 
writer and reader. 


oO° 
The Teacher—or the System P 


N article by Mr. Herman J. Stich, 
A which appeared in a_ shorthand 

magazine under the title, “Side- 
lights on Shorthand Teaching,” gives an 
amusing and satirical account of methods 
of conducting dictation practice in a school 
which he visited. Mr. Stich says: 

“It was a so-called speed class, and the 
instructor was dictating to the students. 
Here is part of the selection and this is 
the way in which it was read. Each dash, 
by the way, represents a pause of one or 
two seconds. 


More—than—ten—thousand—ith, iss, half 
length en, heavy—prisoners—per, iss, ner, iss— 
and—great—half length ger on the line—quan- 
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tities—kway half length, en hook, tee, iss—of 
war—way vowel on ray—material—double 


length em, upward el—have—been—captured 
kay, pee, ter half length—by—the—Austro- 
ess, ter, O vowel—German—jer, em, en hook 
forces—ef, downward ar, big sez circle—on 
the—Italian—tee, upward el, en hook—accord- 
ing—ker ialf length above the line—to—an 
announcement—en, en, iss, en half length 
from—army—ar downward, em, be sure to 
vocalize finally so as to distinguish from arm 
headquarters—upward hay, dee, kway, ar 
downward, ter, iss. 


“Et cetera, et cetera. It would be in- 
human cruelty to inflict any more on you. 
But let me remark that the gross, average 
speed, if such it may be called, of the dic- 
tation was between ten and fifteen words a 
minute. And the instructor had his head 
busy bobbing from the paper which he 
was reading to a carefully prepared key 
which he had in front of him.” 

Mr. Stich then asserts positively that 
what he described actually occurred, stat- 
ing, “with my own eyes and ears I saw 
and heard the most agonizing perpetration 
of shorthand misteaching and mental 
dwarfing that was ever palmed off on un- 
suspecting, victimized students.” 

He then proceeds with the sad tale: 

“After about ten minufes, the crime was 
ended. The dictator now called upon one 
of the pupils to read back. And this is 
how he did it. The dashes again represent 
second intervals. 


Pupil: “More—than—ten—dozen.” 

Teacher: “No, that isn’t right.” 

Pupil: “What isn’t right?” 

Teacher: “The last word.” 

Pupil: (After looking hard at the last 
word.) “It looks like dozen. I don’t know 


what else it can be.” 

Teacher: “It’s thousand not dozen.” 

Pupil: “Oh, yes. More than ten thousand 
persons—’ 

Teacher: 
Pupil: “Oh, yes, prisoners. 
thousand prisoners, and—grade 

the nea‘ word.” 
Teacher: “That isn’t grade. 
the next word is quantities.” 
Pupil: “Oh, yes, that’s right. More than 
ten thousand prisoners and great quantities of 
material—have been—I don’t know that word 
either.” 
Teacher: “Captured.” 
Pupil: “Captured at the 
Teacher: (In despair.) 
by the.” 
Pupil: “Oh, yes, by the—ah—ah—ah 
what's the next word?” 


“Not persons, prisoners.” 
More than ten 
-I don’t know 


It’s great; and 


“Not at the but 


ahem 
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Teacher: “Never mind Mr. Roobe, you 
read.” 

“Poor Mr. Roobe tries, but is just as 
successful as his predecessor. If it were 
not that I felt so keenly sorry for the poor 
students, I would have laughed outright.” 

Mr. Stich, as narrator, has a thoroughly 
enjoyable time of it denouncing the teacher 
and his methods of instruction. 

We are not going to attempt to defend 
the teacher—if his methods were anything 
like the description of them, then they wer« 
certainly very poor, indeed. But, is the 
teacher wholly to blame? Read the matter 
dictated again, noting carefully the char 
acter of the teacher's explanations and th: 
need of them; and judge for yourself. 


Editorial Brevities 


The new officers of the Business Section 
of the N. E. A., elected in Milwaukee at 
the recent convention, are: J. A. Book 
South Division High School, Milwaukee 
President; Lillian C. Neipert, Whitewater 
State Normal School, Whitewater, Wis 
consin, Secretary. The new president of 
the N. E. A. is Mrs. Josephine C. Preston 
State Superintendent of Public Instruc 
tion of the state of Washington. 


* * - . 


On July 14 occurred the marriage of 
Mr. George H. Walks and Miss Jessie J 
Mellott. Both Mr. and Mrs. Walks hav: 
been prominent members of the G. S. A 
of Washington and both are officers in th 
organization, Mr. Walks being president 
and his wife librarian. The Gregg Writer 
extends congratulations and best wishes 
for happiness and prosperity. 

+ + 7 . 


Mr. F. P. Snyder, president of the South 
western Michigan Shorthand and Typ 
writing Association, has sent us a report of 
the third annual Shorthand and Typewrit 
ing Contest, which was held at Benton Har 
bor on May 23. There were eighty pupils 
entered in this year’s contest. They wer 
from the high schools of Dowagiac, Niles 
St. Joseph, Lawrence and Benton Harbor 
The first four places in the Junior Typ: 
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writing Contest and the first three places 
in the Senior Typewriting Contest went to 
Benton Harbor. In the Junior Shorthand 
the first place went to Dowagiac, second 
and fifth places to Benton Harbor, third 
and sixth to St. Joseph, and fourth to 
Niles. In the Senior Shorthand the first, 
second, fifth, sixth, seventh and ninth 
places went to Niles, third place to St. 
Joseph, and fourth place to Benton Har- 
bor. The Baker-Vawter cup, awarded to 
the school winning the meet, went to the 
Benton Harbor High School. 


. * * . 


The Fort Bayard News, published by 
the United States Army General Hospital, 
Fort Bayard, New Mexico, contains a 
unique feature in the shape of a shorthand 
plate, “The Magic Wand,” reprinted 
from the Gregg Writer. The plate was 
based on the article written by Lieutenant 
James A. Tobey in “Carry On,” and it 
carries on a message of interest and in- 
spiration to disabled soldiers and everyone 
who is interested in their work—and who 
is not? 

* am - 


In an article in the Stenographer Mr. 
Il’. H. Losee says: “How far can a stenog- 
rapher climb? The man at the top undoubt- 
edly is the stenographer of the President 


of the United States. Next in rank 
-the thirty-second degree men—are the 
stenographers of the cabinet officers.” 


. * o * 


Just recently one of the allied powers, in 
the process of setting its house in order, or, 
rather, going carefully over the ground to 
see what needed most to be set in order, 
tackled its diplomatic service. It found 
many things that were out of date, and 
many other things that never had been in 
date, and it determined to make many re- 
forms. Perhaps the most significant (says 
the Christian Science Monitor) was the one 
which provided that in future a working 
knowledge of stenography should be an es- 
sential part of the diplomatic equipment. 
More and more surely is it being proved 
true that the ambassador of the old order 
passed with the advent of the telegraph 
and telephone. 
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Teachers Certificates 
€ r= following applicants have been 


awarded Teachers’ Certificates since 
the last announcement: 
Nina O. Adams, Martin, Tenn. 
Dorothy Aldrich, Big Stone City, S. Dak. 
Thelma E. Baker, Britt, lowa. 
Minnie M. Bashor, Denver, Colo. 
Mary M. Beaudette, La Grande, Oreg. 
William S. Bradford, Fort Huachuca, Ariz. 
Mrs. Helen L. Brauner, Tekoa, Wash. 
Mrs. Mary C. Conley, Tekoa, Wash. 
Edith F. Craig, Crete, Nebr. 
Martina Dolan, Paola, Kans. 
Gretchen Dyer, Martin, Tenn. 
Jennie Erwin, Pilot Point, Tex. 
Maude Erwin, Pilot Point, Tex. 
Minnie I. Farmer, Fulton, Ky. 
Martha V. Fiedler, Mitchell, S. Dak. 
Mary V. Fiedler, Mitchell, S. Dak. 
Edna Foos, Paola, Kans. 
Hattie L. Fraser, Mitchell, S. Dak. 
Helen A. Gibson, Camp Chase, Ohio. 
Gertrude C. Goering, Lincoln, Nebr. 
Ada Griese, Plymouth, Wis. 
Vernetta D. Gunnerson, Manistee, Mich. 
Robert Virginia Hall, Martin, Tenn. 
Gertrude P. Handwerk, Brookings, S. Dak. 
Jessie A. Harmon, Boulder Creek, Cal. 
Ettie Harvey, Lynchburg, Va. 
Margaret Hay, Ft. Madison, Iowa. 
Louise E. Hinrichs, Cedar Rapids, Iowa. 
A. Hermena Johnson, New Hampton, N. H. 
Mary H. Johnson, Waukon, Iowa. 
Bertha M. Kellerman, La Grande, Oreg. 
Dulcie M. Kennedy, Ft. Madison, Iowa. 
Pearle Larsen, Spokane, Wash. 
Mrs. May C. Leadbetter, Napa, Cal. 
Rosemary Madden, Paola, Kans. 
Sister Mary of the Holy Redeemer, Regina, 
Sask., Can. 
Ethel M. McClain, Lincoln, Nebr. 
Frances McConahey, Spokane, Wash. 
Esther Moore, Lincoln, Nebr. 
Dora O. Neese, W. Nashville, Tenn. 
Birdie E. Newberry, Fulton, Ky. 
Ellen L. Nolan, Paola, Kans. 
Veda G. Oberman, Mediapolis, Iowa. 
Joseph Ongar, Marietta, Ohio. 
Sister Mary Pancratia, Phoenix, Ariz. 
Edith Parfitt, Ft. Madison, Iowa. 
Fausto Percy, Ponce, P. R. 
Adele Rump, Ft. Madison, Iowa. 
Dorothy L. Rump, Ft. Madison, Iowa. 
Helen M. Rump, Ft. Madison, Iowa. 
Mrs. Forrest C. Rugg, Columbus, Ohio. 
Sewell Alice Ryan, Martin, Tenn. 
Johanna M. Schecher, Paola, Kans. 
Laura K. Schellhorn, Kansas City, Mo. 
Lilly M. Schoenleber, Bethany, Nebr. 
Ruth H. Scott, Blackstone, Mass. 
Ida M. Seck, Paola, Kans. 
Rubye D. Shelton, Arlington, Ky. 
Louise C. Shull, Lexington, Mo. 
Mildred Sisty, Lincoln, Nebr. 
Minnie M. Slover, Council Bluffs, Iowa. 
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SHORT STORIES in SHORTHAND 
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The I YPIST and OFFICE WORKER 


A Clearing House of Ideas for Tyrists and Office Workers 
Conducted by Rupert P. SoRelle, 24 East 28th Street, New York City 





The O. A. T. is the professional organ- 

ization of the artists in typewriting. 

N It is open to all who qualify as superior 

7 craftsmen. 

Junior Membership: Membership in 

the Junior division is open to anyone 

The who is studying typewriting in a school 

or by himself who is able to pass the 
Junior test. 

Senior Membership: Membership in the Senior 

division is open to all typists whether attend- 

ing school or not who have reached a speed of 

at least forty words a minute. Senior tests 

must be accompanied by a signed statement 





o-8-8~-8-© -©-0-0-0--0-6--0~0- 


that the candidate has attained this speed. 
Tests: The test for both Junior and Senior 
membership appears in this department each 
month. Tests may be practiced as often as 
desired, but only one specimen should be sent 
in. Each part of the test should be typed on 
a separate sheet. A test is good only antil the 
25th of the month following publication. An 
examination fee of ten cents must accompany 
each test. A beautiful Certificate of Member- 
ship is issued to all those who pass either test. 
A circular giving full particulars will be 


mailed upon request. 
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Suppose You Had 


GS ‘your ia you had the use only of 


your right hand and one finger on 
the left, would you have the heart 
to attempt to become an expert typist? 
Would you have the 
grit and the backbone 
after you started, to keep 
at it till you went over 
the top? Not many would. 
It takes courage to win. 

Yet that is just what 
Miss Emma Dick of St. 
Peter and Paul’s Paro- 
chial School at Seneca, 
Kansas, did. Moreover 
she recently won the 
Remington gold medal 
for passing the accuracy 
and speed test in the 
regular awards contest— 
just like any other stu- 
dent. 

She had the will to win 
and forgot all about hand- 
icap. This is something 
for the ten-fingered typ- 
ists to think about— 
where is your gold medal? 

It is interesting to read about how Miss 
Dick achieved this noteworthy result. 


Emma Dick 


Only Six Fingers 


She says in a beautifully typed letter: 
I used the Rational method of typewriting. 
Besides, I followed the instructions as given in 
the Manual regarding the right hand. My 
teacher instructed me to do all the spacing 
with my right thumb, since 
my left thumb is too short to 
reach the space bar conveni- 
ently, and by trying to use it, 
there would necessarily be a 
loss of time. The keys to be 
operated by the left hand, I 
managed with “one” finger, 
the fourth finger and the 
only one on my left hand 
that I can use. With it I 
learned to make the transi- 
tion from one key to another, 
and in due time, I was able 
to operate these keys with a 
uniformly light touch. 

I believe the whole secret 
leading to my success may 
be framed in these few 
words: concentration, perse- 
verance, and a good share of 
patience, under seemingly in- 
surmountable difficulties. 

Whenever you think 
you are having a hard 
time learning typewriting 
just get out this number 
of the Gregg Writer, look 
into the face of Miss Dick, and think 
of how this mere slip of a girl overcame 


difficulties that you never dreamed of. 
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Lessons from the Blind Typists 


Sir Arthur Pearson’s Story of St. Dunstan's Hostel 
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O you know that the blind typist is 
far more accurate than the average 
sighted typist? Do you know 
why? 


Do you know that the first touch typists 
were the blind typists? 


That it was the 





Watrer Moore, 
PENNSYLVANIA 


DESIGNED BY 
SuNBuRY, 


blind who discovered the superiority of 
this method and that all typists owe this 
method to the blind? 

These are some of the noteworthy facts 
brought out in an interview with Sir Ar- 
thur Pearson, the blind founder and di 
rector of St. Dunstan's Hostel, London. 





EMAN, 


Desicnep py Dorotruy 
IsHPpeMING, MicHiGAN 


St. Dunstan’s is one of the most re- 
markable institutions in Great Britain. It 
is there that they take the British soldiers, 
blinded on the battle field, teach them 
trades and educate them anew to lives 


YD os 







of happiness and usefulness. Every one 
of the graduates of this institution is 
taught typewriting as a necessary accom- 
plishment and every one receives on 
graduation a present of a Remington Type- 
writer from the institution. The ease with 




























eeereecertrereree 
etegeseerererertgtetas 
eeeeeeceeereeetereereere 
eeeegeeerereetersteeereres 
had Dene RRPee eR RSAARAASA LLL L, 
PALA LALA RADAR BSAA ARADO bi 
eeeeetoreeeseeereartererrereeeer 
orf encore gearger ars eeretegertee 
ereeereeragere sbapeeeheraeeeacrecee 
Ferereeeegeeereeetareereeaertetetranes 
, 











ereregere 
eeteterree 
eteeeeereee 
eeeteeteeer 






eeeeeeeetereeere 







eeeeeeateeee 






sergreetetece 
gerecreererere 


seecetareeereet 












eereterecerroretere? 
acteraccestectetete 

eeordecereterereet 
eeeeeeecterereree 


gerereeterrere 
Seearte 





ttt 
t arerrecere 













sebeeeeegererergereterereeerrertes 


seeeeeteredeeeeretegeterepeeceet 
Pee eae ee eeeeeaeerereeeterere 


Desionep spy Heten Perxrns, 
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which these blinded soldiers, many of 
whom have never seen a typewriter, acquir 
the art of touch typewriting, should be in 
spirational to every typist and to ever) 
student of typing.—Remington Notes for 
May. 

Every stenographer ought to be on the 
Remington Notes mailing list. A card will 
bring it if addressed to the Remington 
Typewriter Company, 874 Broadway 
New York City. 
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New Alphabetic Sentences 


OR retaining a thorough command of 
the entire letter keyboard nothing 
equals alphabetic sentence practice. 
We are glad to be able to present a new 
list of such sentences composed by Edith 
M. Logan, instructor in beginning type- 
writing at the Northwestern Business Col- 
lege, Spokane, Washington. 
1. Jerry caught five weasels, a squirrel, a chip- 
munk, and a big fox for the zoo. 
2. Many big zealous Yanks relaxed their vig 
ilance after the Hun was conquered. 
3. Queen Bess was amazed to observe the 
expert juggler kick the fly. 
4. Jake gazed at the ax, bow 
lving close by the fir swamp. 
5. Miss Hogan was justly vexed at the lazy 
a 


and quiver 
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Desicnep By Wavrer Moore, 
Sunsury, PENNSYLVANIA 
und queer position Beatrice finally took with 
the guitar. 

6. Judith G. Kozer was very much pleased 
to receive one hundred per cent for the bi- 
monthly quiz. 

7. Max’s wife, Jane, quickly shot six very 
nice, big, plump quail. 

8. Elmer V. Zapel watched the queer fox 
is he glided past the big Jack pine. 

9. My funny gray donkey lazily kicked over 
the jar and box which held the pretty bouquets. 

10. The extremely gentle zephyrs quickly 
swept over the fleecy, deep, blue January sky. 

11. Zeb saw a queer donkey filch extra vege- 
tables from the Jap. 

12. Jack passker brought Zella an exquisite 
bouquet of white Victoria roses. 


13. Give the new adz to the major quickly, 
but equip yourself with an ax. 

14. Jamie flew quickly into a frenzy because 
the tax on his dog and five pups was so high. 

15. The lazy vixen was questioned by the jury 
for the crime of killing the pig. 





























Desionep py Crype Kinpy, 
Jounson Crry, TENNESSEE 


16. With a quaim the jolly ex-spy composed 
a fine song about the lazy Viking. 

Miss Logan also submits the following 
useful drills to be used in connection with 
the victrola: 

Four lines, alternate following words: 
pumpkin, starved, onlook, vassar, hominy, 
garbage. 

Mr. Alvin G. Matthews of the lowa 
Business College, Mount Pleasant, Iowa, 
has sent us the following alphabetic sen- 
tence: 

J. V. Pike flung Q. D. Schwartz my box. 

This sentence has appeared before, but 
it is a good short one. 
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Material for O. A. T. Tests 


(Good until September 25, 1919) 


Junior Test 

Copy the following arranging it accord- 
ing to your best judgment, paragraphing 
at the proper points: 

The Forget-Me-Not. ‘There is a legend con- 
nected with the name of the little blue forget- 
me-not which everyone loves so much. It is 
said that a boy and a girl were walking by a 
river that flows into the Rhine. The girl saw 
a lovely flower growing just by the water's 
edge. The bank of the river was steep and 
thé water swift. “Oh, the beautiful flower!” 
she cried. “I will get it for you,” said the boy. 
He sprang over the side of the steep bank and, 
catching hold of the shrubs and bushes, made 
his way to the place where the flower grew. 
He tried to tear the plant from the earth with 
both hands, hoping to get it all for her who 
was watching him from the bank above. The 
stem broke and, still clasping the flower, he 
fell backward into the rushing stream. “For- 
get me not!” he cried to her as the waters 
bore him down to the falls below. She never 
did forget her blue-eyed friend who had lost 
his life trying to get her a flower. “Forget 
me not!” she would say over and over until 
her friends called the little blue flower by this 
name. Now these blossoms are called forget- 
me-nots all over the world. And whether this 
story is true or only a legend, the dear little 
flower could not have a prettier name. 


Senior Test 

1. Type the following letter, paragraph- 
ing and arranging it in proper form: 

Mr. Joseph Robinson, Van Ness Avenue, 
San Francisco, California. Dear Sir: The 
kelp which grows upon the shores of the Pacific 
Ocean contains about two and a half per cent 
of potash as taken from the ocean beds. The 
plant as it grows is about eighty per cent water 
and, to be used successfully as a fertilizer, 
should be dried. The dry material ought to 
be ground and applied the same way in which 
you would apply any other fertilizer. The 
dried and pulverized kelp will contain about 
sixteen per cent of potash and in our state 
it is a valuable potash fertilizer. There is a 
great future for the development of the kelp 
beds of the Pacific Coast as a source of potash 
fertilizer. Yours very truly, 


2. Tabulate the following, providing 
suitable heading or caption: 


The total outstanding capital stock and 
bonds of the American Telephone & Telegraph 
Company at December 31, 1918, were as fol- 
lows: Capital stock, $441,947,100, 4% collat- 
eral trust bonds, 1929, $78,000,000, 59% collater- 
al trust bonds, 1946, $78,333,900, 4% convertible 
bonds, 1936, $2,589,000, 41%4% convertible 
bonds, 1933, $13,073,500, 5% Western Tele- 
phone and Telegraph Company bonds, 1932, 
guaranteed, $9,985,000, 6% convertible bonds, 
1925, $48,353,624. Total, $672,282,124. 


oO°o 








Chicago, Illinois. 


after August 20 should be directed to 





THE GREGG WRITER GOES TO CHICAGO 
FTER September | the address of the Grecc Writer will be Studebaker Building, 


Of the many problems growing out of the war we have been called upon to meet, none 
has proved more troublesome than that of maintaining satisfactory distribution service in the 
face of difficulties of every sort. Our circulation is heavy in the middle and the farwest. In 
Chicago we will have a central location, from which distribution can be effected under the 
most favorable conditions, and we are accordingly transferring the magazine to that city. 
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Shorthand in 


HE A. E. F. University at Beaune, 
France, is unquestionably one of the 
most interesting educational experi- 

ments ever attempted. It is difficult for 
us on this side of the water to realize the 
magnitude of the educational work which 
the A. E. F. did and only the individual 
doughboys know how the class work and 
the free contact with the class instructors 
helped in the difficult days after hostilities 
ceased and the inevitable adjustment 
began. 

Mr. Kelley said in one of his letters, 
“The cream of the educational profession 
is congregated over here and things are 
being done that are going to be felt at 
home for many years to come.” 


How the Classes Were Organized 

Mr Kelley's account of the work of 
organizing classes is interesting. 

My job is to promote the establishment of 
business courses, Shorthand, Bookkeeping, 
Commercial Law, Salesmanship, Foreign Trade, 
Principles of Insurance, ete., at the various 
posts where our army is stationed. Incidentally, 
I deliver a series of three lectures and secure 
other lecturers so as to make up a miniature 
convention or institute of all men and officers 
interested in any of the business subjects. My 
first lecture is on “History of Commerce,” 
the second on “The Everyday Meaning of Com- 
merce,” and the third on “Opportunities in 
Foreign Trade.” Here is the way it works 
out. In advance of my coming the army's 
school officer (sometimes a captain, some- 
times a chaplain) arranges at various points in 
his area for these business conferences and 
then when I get on the ground I go out there 
and give the first lecture and sometimes other 
speakers lecture (although for this first trip 
I had to go it alone most of the time) and then 
I explain what we are trying to accomplish in 
giving the men something in the way of busi- 
ness training, even though it is only a taste and 
even though the men may leave for home any 
day. A ballot is then taken of the subjects they 
want to study, the men register for the classes 
and then the real work of finding teachers, 
from among the men stationed there, of course, 
to handle the elected subjects, begins. The next 
day I do the same stunt at another village or 
billeting area and then the next day return to 
my original one, generally the largest of the 
villages, and so on until the area is covered. 

Where there is a live local school officer or 
Y. M. C. A. educational secretary on the 
ground the details of organizing and supervis- 
ing the classes are intrusted to him and I 
simply advise him on troublesome points. 
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the A. E. F. 


work involves considerable scurrying around 
in Fords or Dodges, in all kinds of weather, 
necessitates considerable tact in dealing with 
army officials and Association secretaries, but 
has the compensation of putting me into very 
close and intimate touch with the men them- 
selves. I have had to advise them on all sorts 
of matters, from what is the best textbook on 
the transportation systems of France to wheth- 
er a soldier who is going to marry a French 
girl, ought to go back home and take his bride 
back there in spite of her father’s protests, or 
whether he could successfully compete with 
the Frenchman in France if the father-in-law 
should set him up in business on this side. 


Unique Class Conditions 

Mr. Kelley’s word picture of an A. E. 
F. business college shows how the instruc- 
tion called for all the versatility and adapt- 
ability the instructor possessed and how 
the men responded. 

Imagine, if you can, a business college run 
under these conditions. The pupils meet in the 
front end of a Y. M. C. A. Hut, sometimes on 
the stage and sometimes in a little back room, 
but always something else going on in the 
same Hut, either vending hot chocolate or 
passing out library books or something. Just 
outside of the window a basket ball game is in 
full swing and on the other side a howling 
baseball game contributes its share of the gen- 
eral noise—to say nothing of “beaucoup” motor 
trucks in the road, coughing and clanking their 
way up and down the Grande Place de la Re- 
publique. The seats are hut benches, with no 
backs, there are no desks or tables except when 
the bookkeeping and shorthand students in 
desperation “promote” the tables out of the 
library and carry them back after the lesson. 
Blackboards are not to be thought of, but slat- 
ing, a piece of rough pine, or the side of the 
hut, or pinning up some tarred building paper 
makes a fair substitute. Of course the room 
is crowded, and of course there is little or no 
elbow room and sometimes only standing room, 
but it is, nevertheless, a very patient and will- 
ing class that you face. The teacher seldom 
has any teaching experience, but he is generally 
a practical stenographer or bookkeeper, or he 
has been a salesman or a lawyer, etc., and we 
place in his hands a carefully prepared teach- 
er’s guide or syllabus (the one in shorthand 
prepared by Mr. Munford being a very good 
piece of work) so that he has something to fall 
back on. Generally the teacher is an army 
officer who has volunteered for the benefit of 
the men, sometimes it is a private or a — 
and sometimes a Y. M. C. A. secretary. re 
is no formality. I feel that that statement 
should be underlined or put in caps because 
it fails to convey the right impression. What 
I mean is that like as not the teacher faces 
his pupils with a cigarette in his fingers and 
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no pupil hesitates to light a fag and puff away 
at it while taking in the teacher’s remarks— 
and nobody seems to object. Not infrequently 
some of the pupils know as much, if not more, 
about the subbatt being taught as the teacher 
and in such cases questions that are designed 
to be “posers” are to be expected. But your 
American army officer is quite as resourceful 
as your private is keen, and no harm is done. A 
pupil may be a sergeant and the teacher a 
private or an officer, but rank “cuts no ice” 
until the bell rings and then all parties con- 
cerned go back to their normal basis of a 
respectful salute and a deferent “sir” when 
addressing a superior officer. No doubt this 
free and easy basis on which men and officers 
mingle under the aegis of Education would 
shock and stagger a strict disciplinarian—a 
Boche officer for instance—but to my mind it 
is one of the finest evidences of the adaptabil- 
ity ‘and of the real democracy of our American 
people. Earnestness, sincerity and a _ keen- 
ness for learning characterize every session of 
these classes. 


The Ever-Changing Personnel of the 
Classes 


One of the big problems was the ever- 
changing personnel of the classes. Both 
Mr. Kelley and Mr. Munford mention this 
in their letters. Mr. Kelley says: 


Then there is another peculiarity that would 
strike the casual observer and that is that 
these men are all headed for home and may 
leave any day. And yet they take up these 
classes eagerly and try to get into as many 
as possible, abandoning joy rides and furloughs 
and games to do so. And it is not all because 
this releases them from so ntuch military rou- 
tine for, as a matter of fact, the men have 
very little to do. It is a realizing sense that 
they are soon going to be face to face with 
home conditions and the necessity of connect- 
ing up with as good a job as they left, or— 
which is greatly to their credit—with a better 
job. When you find boys exchanging their 
guardmount duty so that they may attend 
classes and making it up at another time, you 
may know they are in earnest. Another thing, 
you can never be sure of your teachers, because 
various things interfere with their appointments. 
I started a class in commercial law with a 
lieutenant in charge and he had fifty-three 
students at the first session and thirty-eight 
more at the second, and then had to give up 
the work after the third lesson because he was 
called away. But that is all a part of the 
game and your resourceful school officer or 
organizer has to know just where he can put 
his hands on another. For are not these boys 
going home and do you not have the satisfac- 
tion of knowing that through your efforts you 
have touched their lives, even if only a little, 
you have opened their eyes to the importance 
of many things they did not know about before, 
you have set up currents of thought that they - 
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can follow through when they get home and, 
in some degree at least, you have helped to 
make them better men and better Americans. 


From one of our Mr. Munford’s letters 
we quote: 


The situation in the army is very peculiar. 
There never has been anything just like it. In 
many places the work is done very effectively, 
and at other points the conditions make good 
work difficult. Study conditions are often 
particularly trying. Whatever is gained is that 
much on the right side of the ledger, and we 
cannot be too critical. There are places where 
good, large, enthusiastic classes are organized 
and get to running nicely, and a few days later 
orders come to move, and everything is upset 
and the work entirely disorganized. But it is 
a great game, and I have learned to enjoy it 
immensely. Field officers make weekly reports 
to us at this point. The officer from the Bor- 
deaux section reported week before last that 
in the different dnenes in his area, eighty-four 
students were studying shorthand. Last week 
the report showed a total of two hundred sixty- 
seven. Another officer in reporting from the 
6th Division said that the Division had been 
so reduced in numbers that they were not run- 
ning any divjsion school, but that many of the 
units were having schools of their own. He 
named seven in which business education sub- 
jects were being offered, and in every case 
shorthand was one of the subjects listed. The 
= of what is going to be the most ef- 
ective training to assist the soldier to secure 
lucrative employment when he gets home is 
having a great influence just now in the edu 
cational situation. The fact that we are now 
pretty well prepared to meet this situation 
has helped to a considerable extent, I believe. 


The Extent of the Work in Commer- 
cial Subjects 


Something of the extent of the work in 
commercial subjects is reflected in the 
following quotations from letters from Mr. 


Munford: 


About ten days ago we received word that 
ten thousand Manuals had been received at 
Chaumont. Since that time one thousand of 
these have been forwarded here for use in the 
Divisional School, which is just being opened 
up in connection with the University, and the 
other nine thousand have been distributed to 
the six different army centers for redistribu- 
tion to the different divisions and posts for 
use in the schools being organized or already 
in operation. The demand for shorthand has 
been so great at some points that teachers 
have organized classes and started instruction 
in the work without a text and with no equip- 
ment except by their own enthusiasm and the de- 
termination of the students. Now, with the sup- 
plies which should be ample for any immediate 
need, we expect to see good work, and I am 
sure we will not be disappointed. 
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Last week I went to Paris where I secured 
a supply of the “Manual for U. S. Army In- 
structors in Elementary Shorthand” and carried 
them in a trunk to Chaumont and delivered 
them personally to army headquarters to avoid 
the delay of having them go “through chan- 
nels.” These books had just come from the 
press, after having been in the hands of the 
printer more than six weeks. So much for 
the printing difficulties under which we have 
been working. 

I am inclosing a copy of Army Bulletin 20, 
which will explain better then I can tell it to 
you the plan for commercial education now in 
operation in the army. It is interesting to note 
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that the Manual referred to above is the first 
and only one yet on the field, and that, with 
the exception of Commercial Law, no course is 
at present so well = with texts as 
elementary shorthand, Our work is off to a 
good start, and there is no more popular 
course in the army. The difficulty now (and 
the only serious one which remains) is that 
of finding teachers. This Manual is minimizing 
that difficulty. 

Mr. Munford speaks in glowing terms 
of some of the men who acted as short- 
hand instructors. He mentions especially 
Alan A, Bowle, Fred Oser and Thomas M. 


Biddlecombe. 
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Results of Transcribing Contest on Mr. 
Swem’s Notes 


FP RANHE response to the transcribing con- 
le published in the March Gregg 
Writer was exceedingly gratifying. 
A larger number of papers were received 
than ever before in a contest of this kind. 
We have not counted the papers, but there 
is a big stack of them, between four and 
five hundred we should say, and a glance 
at the headings shows that they come from 
all parts of the world. In the previous 
contests it has been impossible for the 
foreign writers to get the best results to us 
before the contest closed, but the time on 
this contest was longer and the foreign 
writers showed their interest by responding 
in large numbers. There were papers 
from England, Hawaii, British Columbia, 
Porto Rico, Cuba, Ontario, Quebec, Philip- 
pine Islands, Australia, Siberia, New- 
foundland and Alberta. 

The unusual interest in this contest 
was undoubtedly due to a considerable ex- 
tent to the nature of the material. Mr. 
Swem’s letter to Mr. Gregg from Bucking- 
ham Palace had a human interest value. 
The story of Mr. Swem’s rapid advance- 
ment in his profession has always had a 
fascination for shorthand writers, students 
and teachers. Some of us have watched 
Mr. Swem from the time of his first speed 
contest records. When his picture ap- 
peared on the first page of the Literary 
Digest reporting Mr. Wilson in his first 
campaign for the presidency, we had our 
first glow of pride at seeing Charlie in 
print, and we have been having successive 
thrills ever since, for we have seen Charlie 
frequently in newspaper illustrated sup- 
plements and in the movies, and we have 
read of him in the Associated Press dis- 
patches. As we write New York is pre- 
paring to welcome President Wilson and 
his party home from France and that wel- 
come seems a little more personal to us 
because we know that Mr. Swem is in 
the party. 

It is no wonder to us, then, that so many 
of our readers wanted to transcribe Mr. 
Swem’s letter. We wish that we could 
print extracts from the enthusiastic let- 
ters that accompanied them. There are 


two letters of peculiar interest. One is 
from Mrs. Celina C. Calzin of Detroit, 
Michigan, who proudly writes under her 
signature, “sixty-four years young.” Mrs. 
Calzin graduated from the Detroit Com- 
mercial College in February, 1916, and 
writes that she has used her shorthand 
every day since then. She is now teaching 
shorthand to three of her grandchildren, a 
boy of twelve, a girl of ten and a smaller 
girl of seven. 

Another letter, accompanied by a re- 
quest that the name of the writer is not 
to be published, comes from a man of 
sixty-three, who “merely for diversion 
from active business and without the as- 
sistance of a teacher has learned to read 
and write shorthand with considerable 
proficiency.”” He adds, “I read the short 
hand plates in the Gregg Writer with about 
the same facility that I read ordinary 
printed English.” 

These two are striking examples of the 
fact that the study of shorthand is of in 
terest and value to people of mature years. 
These students have much to give to the 
study and they get much out of it. 


The Winner of First Prize 

The prize for the best transcript goes to 
Mr. William R. Foster, East High School, 
Rochester, New York, for a beautifully 
typed and artistically arranged paper. We 
regret tliat it is impossible to reproduce 
this winning transcript in the Gregg Writer 
but it is being printed in this month’s issue 
of the Key and a reproduction of it will 
be sent to any reader who sends us a re 
quest for it. 


The Honorable Mention List 


The Honorable Mention list contains the 
names of contestants who submitted papers 
that were particularly commendable for 
a high degree of accuracy and for good 
arrangement. ‘These names are not ar 
ranged in order of merit. 

Walter F. Connor, Lowell, Mass. 

Raymond M. Offt, Clifton, N. J. 

Louis N. Shapiro, Wilmington, Del 

Loustalet Johnson, Greeley, Colo. 

Harlan Conly, Upland, Pa. 

R. C. Burrows, Philadelphia, Pa 
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Harry W. Smith, Pearl Harbor, T. H. 


Mrs. Summers, Vancouver, B. C., Can. 
Thomas D. Hartigan, Bayonne, N. J. 
Thomas H. McCreary, Crestline, Ohio 
Beulah J. Houston, Urbana, Il. 

Alice Holdcroft, Oakland, Cal. 

Helen Buerkle, Shelbina, Mo. 

Rae S. Epstein, New York City. 
Michael J. Thuma, Chicago, III. 
Jessie M. Batchelder, Petaluma, Cal. 
Dewey Parthun, Joliet, Ill. 

Dorothy Baldwin, Litchfield, Conn. 
Rose Yaguda, Albany, N. Y. 


The interest in the transcribing contests 
is such that these contests will be a feature 
of the Gregg Writer in the new volume 
which begins with the September issue. 
During the past year we have presented 
specimens of the notes written from dic- 
tation by such writers as Mr. Shaffer, Miss 
Werning, Mr. Kelley, Mr. Rosenberg, Mr. 
Swem, and many writers have thanked 
us for giving them this opportunity to see 
how the experts work. 


oOo 


Have a Purpose in Life 


{ 


-Madison C. Peters 
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New England Business College Associa- 
tion Typewriting Contests 


HE New England Business College 
Association has been conducting a 
series of typewriting contests during 


the past school year which should be of 
interest to all schools teaching typewrit- 


ing, both because of 
the excellent results 
and because of the 


unique plan on which 
the contests are based. 
The plan is briefly as 
follows: 

Three contests were 
held during the school 
year, January 15, 
March 12 and May 14. 
Six students were to 
be entered from each 
school, the school tro- 
phy to go to the school 
making the highest net 
average speed in the 
three contests. It will 
be seen, therefore, 
that a premium is 
placed on the aver- 
age work of a number 
of students rather than upon the fastest 
single operator. There were two classes 
of contestants, Class A including all stu- 
dents who had had instruction in type- 
writing prior to June 30, 1918, and Class 
B including those students who did not 


CoLLecE, 


Name of School 


Lowell Commercial College 

Stone Business College ...... 

Woonsocket Commercial School 
Northampton Commercial School 

New London Business College ........ - 
Merchants and Bankers’ Business School 
Salem Commercial School 
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LoweLL, 





have instruction in typewriting prior to 
June 30, 1918. Two gold medals were 
awarded in each of the three contests, one 
to each of the students making the highest 
net speed in Class A and Class B re- 
spectively. Two bronze 
medals were awarded 
in each contest to each 
school, one to the win- 


ner in Class A and 
one to the winner in 
Class B. 

The tabulated re- 


sults showing the final 
standing indicate that 
twenty-four schools 
were included and that 
first place was won by 
Lowell Commercial 
College, Lowell, Mas- 
sachusetts, with a net 
speed of 71.31 words. 
This is a fine record 
and Mr. E. R. Kim- 
ball, the principal of 
the Lowell Commer- 
cial College, and his 
students who entered the contest should 
be congratulated on the excellent record 
made by the school. 

The following table shows the average 
net speed of the schools averaging 50 
words a minute or more: 


MASSACHUSETTS 


City Net Speed 
Lowell aye 7131 
New Haven ... 57.26 
Woonsocket . .57.02 
Northampton 54.64 
New London .. .. 54.15 
Hartford ........ . 54.02 
Salem . .52.20 
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Th SHORTHAND REPORTER 


A Department of Assistance for Stenographers and Professional Shorthand Reporters 
Conducted by Frederick H. Gurtler, 69 West Washington Street, Chicago, Ill. 

The editor wants to make this a department of genuine help. If you have learned of 

better way of performing your work. pass it on through the department. If you encounter 

difficult problems, submit them to the editor and gain the assistance of the wide circle 

of professional shorthand writers throughout the world. To Give means to Receive. 
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The Shorthand Reporting Profession 


F shorthand reporters generally were 

asked their reason for taking up re- 

porting, the answers would vary sub- 
stantially. Some would say they just 
drifted into reporting because of their 
business environment and natural oppor- 
tunity for advancement. Others would 
say they entered the shorthand reporting 
profession because of the educational op- 
portunities offered in the reporting of pro- 
ceedings in court and the proceedings of 
deliberative bodies or of general public 
addresses. Others would say they en- 
tered the shorthand reporting profes- 
sion because the reporting of court 
proceedings was a challenge to their ability 
and capacity to write shorthand at a high 
rate of speed and make an accurate trans- 
cript. Still others would say they en- 
tered the shorthand reporting profession 
because of the money reward. Others 
would say that they entered the profession 
because they understood it to be a business 
that might be conducted with a compara- 
tively small capital. Again others might 
say that the standing the title of official 
court reporter carries was an inducement 
to them to enter the shorthand reporting 
profession. There are many reasons per- 
haps for different stenographers entering 
the reporting profession, but when a 
stenographer finally decides to become a 
court reporter, irrespective of what his 
reason therefor may be, he faces a condi- 
tion which makes certain impressions on 
his mind that differ widely from the im- 
pressions others receive in the same occu- 
pation. 


Shorthand Reporting Defined 


In order to understand more clearly 
what the shorthand reporting profession 





is a definition will be helpful. The pro- 
fession of shorthand reporting refers to 
the ability in shorthand to record and re- 
produce speech accurately and conscien- 
tiously at the rate and under the cir- 
cumstances of the case. A person might 
be able to record speech accurately, but 
if he couldn’t record it rapidly, he wouldn't 
be a shorthand reporter. He might be 
able to record it rapidly, but if he couldn't 
transcribe his notes accurately, he wouldn't 
be a shorthand reporter. He might be able 
to record it accurately and rapidly and 
have the ability to transcribe it correctly, 
but if he did not have the character to 
perform his work faithfully and fully, he 
would not be a shorthand reporter for 
very long. If he could report a case under 
favorable circumstances, but did not have 
the ability or did not care to put forth 
the extra effort to record a case rapidly 
under unfavorable circumstances, then he 
would not be a shorthand reporter in the 
commonly accepted sense. It might be 
interesting to relate that professions are 
common only in highly civilized nations. 
“In rude nations no profession is honorable 
but that of arms.” 


Education Involved 

It may be of further interest to state 
that any profession involves a liberal edu- 
cation and that in order for an occupation 
to be a profession it must involve special 
mental and other attainments or special 
discipline. There are few professions that 
involve greater discipline than the short- 
hand reporting profession. A shorthand 
reporter must be able to write shorthand 
at an enormous rate of speed with prac- 
tical perfection. If he makes one or two 
misstrokes in the course of any minute 
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he subjects himself to the possibility of 
losing a number of words in the transcript. 
It is also true that if the reporter misses 
three words or two words in a transcript 
amounting to two or three legal pages, the 
of that two words may render 
the whole transcript absolutely worthless. 
An Illustration 

To illustrate this point, I know of a 
criminal case that was reported in Chi- 
cago a few years ago and there was intro- 
duced into evidence on behalf of the people 
a lease, the sole purpose of introducing 
which was to show that a man and woman 
held themselves out to the world as man 
and wife. The transcript of the 
showed every word in the document with 
the exception of the words “his wife” in 
the expression: “Raymond Macdonald 
and Elizabeth Macdonald, his wife.” The 
lease covered three or four pages in the 
record and the record to that extent was 
absolutely worthless because it failed to 
show the two words of importance in con- 
nection with the particular case on trial. 

The Reporter’s Attitude 

However, having gotten into the work 
of shorthand reporting and without making 
a full study of the opportunities of the 
profession, some shorthand reporters come 
to the conclusion that for one reason or 
another they have to assume an apologetic 
attitude for the profession they practice. 
It is interesting to note some of the com- 
ments of shorthand reporters in that frame 
of mind. I know some reporters who think 
shorthand reporting is a_ parasitic 
fession. This seems to be an impossible 
attitude, but since it is the attitude of 
some, a few comments and comparisons 
will show that such a belief is not well 
founded. A parasite is defined in the 
dictionary as an organism that 
the expense of some other organism, rob- 
bing it of virtue and strength. If the 
shorthand reporting profession partakes 
f the characteristics of the parasite, then 
t would seem that banks partake of the 
same characteristics. The banks have a 
zreat deal of money and everyone who 
borrows money of the bank must pay for 
use of this money. In addition to 
that, the banks accept for checking ac- 
ounts large sums of money and lend that 
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case 
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money to its depositors and perhaps others 
at a certain rate of interest and at the 
same time do not give those depositors 
carrying checking accounts a correspond 
ing rate of interest upon those checking 
Upon the same theory that the 
shorthand reporting profession is para- 
sitic the banks are parasitic. However, 
this is not the case, because banks have a 
legitimate service to render and are en 
titled to make a reasonable charge there- 
for, the same as shorthand reporters. 
Again, we would have to say, on the 
reasoning, that the railroads 
parasitic. They have miles and miles of 
tracks and plenty of equipment and are 
prepared to carry persons and property 
for a fee. Because they charge a fee for 
their service and take out of the 
pockets of individuals who patronize them 
they need not necessarily be parasitic in 
their nature. The same comment that a 
service is parasitic could be made of mer 
chants or of any class of business or pro 
fessional people making a charge for their 
service, and so the only people who would 
be entirely free from the criticism of 
being parasitic would be the agriculturist, 
miner, fisherman, hunter or furrier, or 
people producing raw materials. If their 
efforts are to be honored as the only lines 
of work to pursue, then, indeed, we would 
be living in a crude world, having made 
no advance of a substantial nature in a 
thousand years and enjoying none of the 
conveniences of the modern civilization. 
But shorthand reporting is a_ service 
representing labor performed in the in- 
terest and under the direction of others; 
promoting the interests of, or contributing 
to the well being of others. This is what 
the banker, railroad official and everyone 
engaged in modern commerce does, and 
no honest service is parasitic or needs to 
be apologized for when well done. The 
producers of raw material are important, 
likewise those engaged in the refining and 
exchange of those materials, or any proc- 
ess of refinement or exchange. Shorthand 
reporting is one of the necessary processes. 


accounts. 
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Reporting an Essential 


Others say that the work of the short- 
hand reporter is not essential. This seems 
almost too ridiculous to answer, but in- 
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asmuch as some people have that opinion 
a few comments might be enlightening. It 
is possible to preserve and reproduce for 
translation the addresses on current topics 
and thus acquaint a large number of people 
in a very short time with the ideas and ex- 
periences of the few who are in the ad- 
vance positions in any line of endeavor. 
In court work it is necessary that records 
of proceedings be made in order that jus- 
tice may be done. As an illustration of 
how essential and useful a shorthand 
reporter is at times, consider, if you will, 
with all due respect, how much argument 
and dissension would have been avoided if 
Jesus Christ had had a reporter when he 
gave utterance to his doctrines which have 
been handed down to us and have been 
known to the peoples of the earth for 
nearly two thousand years. It is because 
the memory of man is relied upon that 
there has been such a variance of opinion 
and understanding in regard to the exact 
doctrines that were proclaimed at that 
time. 

Others feel that shorthand reporting 
is clerical work. They seem to forget the 
controlling principle that clerical work is 
subject to supervision and revision with- 
out very serious loss, while the work of 
the reporter is not subject to revision and 
must be accepted as the best evidence of 
what was said in case of dispute. 

The thought in the minds of shorthand 
reporters and people generally should 
rather be that shorthand reporting is es- 
sential because it makes the justice we 
hear so much about in America possible. 
If a lawyer makes a mistake that en- 
dangers the life of an innocent man on 
trial for a serious crime, the shorthand 
reporter's record will enable the man to 
get justice in another court and by em- 
ploying another lawyer. If the judge 
makes a mistake or is partial or preju- 
diced and a citizen loses any of his rights 
of person or property, he can regain those 
rights through the reporter's record. If 
the memory of the attorneys and the court 
is faulty, it may be unnecessary to appeal 
a case because the reporter can read what 
was actually said and the parties do not 
have to rely on what someone thought was 
said or upon what the parties forgot had 
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been said. The shorthand reporter per- 
forms the function of the rolling back 
of time to a previous day and the re- 
statement of facts as stated and in their 
sequence. 


One Use of a Record 


If a lawyer is successful in the trial of 
a typical case, he can have the record trans- 
cribed and can thoughtfully and leisurely 
study it to determine the successful points 
in the presentation of the case or in its 
defense, the choice wording of questions 
to jurors or to witnesses and thus be 
better prepared to try other cases of the 
same type. In a case of any length it 
would be impossible for the attorney to 
remember everything the witness said and 
thus be able to present to the jury for 
their use in deliberating on their verdict 
a concise statement of the evidence as 
presented by the witnesses on both sides 
of the case. The shorthand reporter 
makes it possible for the attorney to read 
the evidence of the witnesses from day 
to day, check those parts that are sig- 
nificant and have an abstract of the evi- 
dence prepared so that he can with the 
greatest intelligence present in an argu- 
ment to the jury the controlling features 
of the case. 


Costly Experience without Stenographer 


A somewhat amusing incident occurred 
in Chicago this summer. About twenty 
business men met in conference and after 
days of negotiation agreed upon a form 
of agreement as a working basis. Having 
gone over the terms of the proposed agree- 
ment clause by clause and having agreed 
upon the respective clauses, they set about 
to write the agreement as agreed upon. 
They then spent several days trying to 
write the agreement as a whole which 
they had agreed to clause by clause, but 
they could not agree upon what they 
had agreed to. Then a shorthand reporter 
was called in and the whole work gone 
over again, a record made of it, transcribed 
and an agreement arrived at satisfactorily. 
The waste of time brought about through 
not having a reporter in the first instance 
and the loss of money involved answer 
the question as to whether or not short- 
hand reporting is an essential occupation. 
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Preserving Interesting Sequences 

An interesting sequence of words is the 
object of every writer and speaker. The 
most successful and interesting sequences 
are spoken extemporaneously and when a 
reporter is present those interesting se- 
quences of words are preserved. Pre- 
pared remarks lose their contact while ex- 
temporaneous remarks are often worded in 
such an effective way that the argument 
of the speaker prevails even though it 
may omit altogether certain points which 
might otherwise be considered of great 
importance. 

If all shorthand reporters looked upon 
the reporting profession with esteem and 
were willing to make sacrifices for it, the 
reporting profession would be more worthy 
of esteem and sacrifice. Have you the 
right attitude? 


e) 
Key to Reporting Plate 


County of Lake and State of Illinois and 
which said remaining undivided one-half inter- 
est in and to said real estate is hereinafter 
termed “my trust estate” to my daughter, Annie 
Brown, as trustee for the following uses, pur- 
poses and trust. 

A. To sell all or such part or parts of my 
trust estate as my said trustee shall deem to 
be for the best interest of my estate to so sell 
whenever in the judgment of my said trustee 
a favorable opportunity is presented to sell all 
or any part or parts of my said trust estate 
for such price or prices and upon such terms 
and conditions as my trustee shall deem proper 
and for the best interest of my estate, and 
I hereby give to my said trustee full power 
and authority to execute and deliver any and 
all such contracts and instruments of convey- 
ance of any relating to my trust estate and 
any and all parts thereof as my said trustee 
shall deem proper and requisite and to pay 
out of the proceeds of any and all such sale 
or sales, any and reasonable and customary and 
other expenses of making such sale or sales. 

B. My said trustee shall, out of the net pro- 
ceeds of any and all such sale or sales of my 
trust estate immediately upon the consumma- 
tion of such sale or sales: First, to pay my son, 
Walter Brown, the sum of $200.00; to my son, 
Frank Brown, the sum of $100.00 and to my 
son, Charles Brown, the sum of $100.00, and 
after making such payments to the said three 
sons my said trustee shall pay over and dis- 
tribute the residue and remainder of said net 
proceeds of any and all such sale or sales or 
any capital trust estate to and among my 
daughter, Grace Duffie, and my son, Henry 
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Brown, in equal proportionate share and share 
alike for their use absolutely and forever. I 
suggest to my daughter, Grace Duffie, the ad- 
visability of investing in a home for herself, 
any money which shall receive from my 
estate. 

C. So long as all or any part of my said 
trust estate shall remain unsold, my said trus 
tee shall hold, manage and control the same in 
such a manner as my said trustee shall deem 
to be for the best interest of my estate, collect 
ing all rents 


she 


oOo 


Key to this Month’s Short- 
hand Plate 


Are You Lighting Candles 
(For shorthand plate see page 524) 


In one of the old cathedrals of Europe, dur- 
ing the services, the lights suddenly went out 
and darkness, like a mantle, rested upon the 
worshipping” throng. The hush of awe and 
fear filled each heart. A priest entered with 
a taper in his hand, but dimly seen amid the 
encircling” gloom. With that tiny spark he 
lighted one of the candles on the altar, then 
another and another, till a thousand candles 
shed their radiance” and filled the vast cathe- 
dral with a blaze of glory. 

Within the hearts of all men there dwells a 
divine spark that fanned into a™ flame lights 
the way to success. Men have sought to fathom 
this force, have groped painfully through the 
long years for a word that would™ catch 
something of its essence; have felt its strange 
spiritual beauty and done homage to the deeds 
it has wrought. Some say “enthusiasm,” some 
“faith,”""" some “consecration,” and then find it 
to be all of these, yet something more. Giv- 
ing out its energy, like radium it seems to have 
within™ itself the subtle power of renewing as 
it spends. Be but the purpose of your life 
worthy, this good angel of your higher self 
wil” speed you on the way to have and to 
hold what men call “success,” while not deny- 
ing you the richer joy that abides with those™ 
who have done their best. 

If you have sounded the quiet depths of your 
mission and with stout heart laid hold of your 
appointed task,” you will find that the very 
strength of your purpose will give courage to 
those who as yet see but darkly through the 
glass. If” in the ardor of your seeking you 
turn not aside to light the candle of some way- 
farer who has stumbled, if you hearten him 
not™ as his faith falters you will find at your 
journey’s end that you have lost something of 
that perfect success that attends the spoken 
word™ that cheers, or the willing hand that 


helps. The candles that you light as you press 
forward will make more luminous that cathe- 
dral within your ™ heart where worship 
ter angels.of your nature. 
Wade 


the bet- 
(359)—Edward I 
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BY THE ACCOUNT METHOD 


New Modern 
[Illustrative 
Bookkeeping 


Introductory Course 


By CHARLES F. RITTENHOUSE, C. P. A 


Professor of Accounting and Head of Account- 
ing Department, College of Business Admunistra- 
tion, Boston University, Boston, Mass. 


For Use in High Schools 


and Business Colleges 


ECAUSE of the supreme im- 

portance of the account, the 
subject has been introduced in this 
new edition by the account method. 
[he use of books of original entry is 
deferred until after the student has 
learned the principles of accounts. 


The cash book, purchases journa’, 
sales journal and special column cash 
book are used as principal books, and 
are introduced almost from the be- 
ginning of the regular bookkeeping 
work. 


The report form of both profit and 
loss statement and balance sheet is 
used throughout the book. The 
ledger is closed by the journal clos- 
ing method. 


This book covers in a progressive 
way transactions which are likely to 
occur in the conduct of mercantile 


business. 





AMERICAN BOOK COMPANY 


New York Cincinnati Chicago Boston Atlanta 
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Fred. H,. Gurtler 


Let Gurtler Help You Prepare 
for These Better Paying 
Positions 


’ 
are f in 


Shorthand Efficiency Course 


earning it , g that \ (rege 
writ é s tt vis ! I asy 
ler | | ( 


} It 
Write notes that are clear, clean cut 
and easy to read, and do it faster, 
neater and more accurately. 


adva 
nd _ efficiency 
hrough the mill 
Speed plus accuracy plus reliability 
is what you get fcom Gurtler 


g power 


4. GURTLER, 
1606 Title & Trust Building, Chico ge. 
Witl t gat 
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Fountain ‘(nsures Your Writing Shorthand 
Dependable PEN SPEEDILY ACCURATELY LEGIBLY 


Trade Mart 








The fountain pen is recommended by expert writers as the perfect instrument for begin- 
ners as well as shorthand reporters. Ink notes are CLEARER to read, FASTER to write, 
and permanent. The flexible point of the pen makes the same constant line Pencils con- 
tinually become blunt, and break in time of stress. 

START RIGHT. Get a “Dependable” fountain pen suited t 
written Gregg since 1905, and having won the first Gregg Shorthand 
I guarantee you satisfaction, or your money back in 30 days. You 


expect less 


The “DEPENDABLE” is the best pen at any price, has con 
leakable” screw cap, is self-filling, and fitted with best 14K solid- 1 
No 2, $2 75 No 3, $3.00 ; screw cap styles. No 5 slip cap style $4.00 


} 


$1.00 extra. Please remit by money order or Chicago bank draft 


H. F. POST, Specialist in Pens for Shorthand 
207 ““M”’ No, Lorel Avenue Chicago, U.S. A. 














Are You an Expert Shorthand Writer ? 


Speed and Accuracy in writing come from two things—a thorough knowl- 
edge of shorthand theory, and manual dexterity. You must have both to 
be more than an ordinary writer. If you have a good knowledge of the 
system but write slowly and laboriously you need training that will speed 
up your hand and give you perfect control of it. A course in 


will make you a rapid, accurate writer of Gregg Shorthand because it will give you hand 
speed and hand control. It will enable you to write without wasted effort. It will giv 
uniformity to your outlines and make them perfectly legible instead of only barely de 
cipherabk It will make you an expert and double your earning \ 

Let us train you to write well by the world-famous PALMER METH AN Ol 
CORRESPONDENCE INSTRUCTION We have trained thousan Failure is 
impossible Send for full particulars of the course to 


THE A. N. PALMER COMPANY 
30C Irving Place New York City 


SELF-TEACHING MANUAL, POSTPAID, 25c. 
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Used by Uncle Sam 
in the U. S. Government offices, because 
he demands the absolute best. 

Just a little stroke, and letter or figure 
is eradicated cleanly by the 


RUSH ERASER 


For quick, delicate, invisible erasures 
you can’t depend on rubber, acid, blades. 
For erasing ink and typewriting the 
Rush way is the cleanest, quickest, most 
satisfactory method. 

Three finishes—Solid Gold, 14K. Gold 
Plated, Sterling Silver. Send dealer’s 


mame and 
for 14K. Gold 
50 cents Plated Sample 


Write teday for Big Quick Money Plan for Agents. 


RUSH ERASER COMPANY 
850 S. A. & K. Building 





WRITE 





Syracuse, N. Y. 
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Now esy of  Lealie’ s 
Copyrighted 


PAY $100 to $150 A MONTH 


U. S. GOVERNMENT WANTS 
Railway Mell Clerks— City Mail Carriers —Postethce 


Clerks—Cierks of Washington, 0. C.—Steneg- 
raphers — Typrsis 
Thousands men and women FRANKLI STITUTE 
wanted, N IN 
mon edueation + Dept. 1158 ROCHESTER, &. Y. 
“P This coupon, filled out as directed, entitles 
» sender to (1) free > sample examination ques 
t s; (2) a free copy of our book, ‘Government 
Positions and How to Get Them;”’ (3) free list of posi- 
tions now open; and (4) to consideration for Free Coach- 
ing for the examination here checked 





COUPON 





«-=lRtaibeny Malt Clerk [51108 te $1800) _.Customs Positions $800 te $1500 
“Pestefiiee Clerk $1008 te $1400 $900 te $1900 
=~ «lm ($1008 te Si4ee) . ($1100 te $1500, 
--iteral Mail Carrier ($720 te $2168) ....Clerk ia the Depart- 

.. Beekeeper ($1000 te Sieee ments ot Washington (51100 te $1500 


Address 


Wi USE THIS GEFORE YOu Lose iT WRITE PLU’ = 





ie 
Sa 
ie 


ce ee . 
Entrance to Mammoth Cave 
This Institution is the National 


Official Training School for commercial 
teachers. Get its free literature. 





Bowling Green Business University 
1210 College St. Bowling Green, Ky. 


ee 

















The reason expert shorthand 
writers select 


DIXON’S 


Stenographer Pencils 


is because of the uniformity of 
lead and also because of the 
reputation this pencil has so 
long enjoyed. 

Dixon’s Stenographer pencils 
are made in 2 diameters and 3 
degrees of hardness of lead. 


Send 10 cents in stamps to Department 137-] 
and get full length samples. 


Made in Jersey City, N. J., by the 
JOSEPH DIXON CRUCIBLE COMPANY 


>> ESTABLISHED 1827  3<O>< 
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LEARN FILING 


BIG DEMAND FOR YOUNG WOMEN AND 
MEN WHO KNOW HOW 
Stenographers already em- 
ployed can greatly increase 
their salaries by becoming 
expert filing clerks and in- 
dexers. Filing is vo longer 
an incident of the office 
routine to be handled at odd 
moments—it is a profession 
—and one that a secretary 
must master. Knowing how 
to file is one of the shortest 
cuts to a secretarial posi- 
tion. By means of our cor- 
respondence course you are 
taught not merely the best 
methods of filing and index- 
ing, but are given a founda- 
tion that will enable you to 
inaugurate specific systems 
to meet specific cases and to 
effect necessary revisions in 
systems already installed. 
When you realize the big deals that hinge 
upon the correspondence and contracts in the 
files of an office, you can readily understand 
the importance of the filing department and 
why business men must have 


PROPERLY TRAINED FILING CLERKS 
Our business is training them. Catalogue upon request. 


New York School of Filing Singer Building 
Philadelphia School. o Filing B20 Chsetmat 9. 
Boston School of Fi Files Little Building 
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High School Course 
in Two Year. 


tpolges high school course that you ene Ge in two years ecta 


Learn at 


home. Here 
is a complete, 


entrance reqiurements. Prepa bY leading members of 
the te ties of universities and academies. Youropportunity. Writ« 
for booklet and full particulars No obligations, Write today—now 


j American School of Correspondence, Dept. H7%2, Chicago, U.S.A 











PROFESSIONAL SPEED TYPISTS wrote 


“EXPERT TYPING 


The only guide to expert typing produced by 
expert typist-leachers 

Contents: Hand Gymnastics, Mental and Muscular 
Control, Expert Technique, Khythm Drill, Inde- 
pendent Finger Contro!, Special Keyboard Drills, 
and other valuable information 

50 CENTS THE COPY, Discounts in Quantities — Write 

HAROLD H. SMITH, State College of Washington, Pullman, Wash. 

or ERNEST G. WIESE, 130 South Fairmount Ave., Pittsburgh, Pa. 




















Tell me what you need and let me show 
you what I have done for others I apes 
jalize on pins, medals, pennants, and trophies 

of all kinds, beautifully designed and of the 
highest quality Reasonable prices Illustrated 
catalogue and prices sent on request, 


JOHN RITCHIE 


150 Fifth Avenue, New York City. 


QB CLASS PINS 
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an PENCIL QUII 

name indicates, writes 
an ink pencil, 11 
form light line which is so es- 
sential in writing good 
Gregg Shorthand. 


making a 


The pen nib is so con- 
structed that the body of 
he pen springs, relieves 
the nibs, and prevents 
spreading as is the case 
with the ordinary 
fountain pen, and, 
compensating lor 
the varying pres- 
sure of the hand 
in writing, 
makes a line 
beautiful in its 
regularity of : 
width and wee use. 
weight. structed 

nakes an 


raphe 

a stenogr 
pher. It 
writes ata 

th so easily 
not to tire 
id in long 


1 : 
Kcn ine 


source 


t8) 


and coars« point 


cap S? 50 


Try this Pencil Quill for two weeks 
you are not satished with it, return to us 
and your money will be refunded, 


BYERS & HAYES COMPANY 


Incorporated 


70 Barclay Street 
NEW YORK 
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Make Your Mind a File—Not a Pile—Stop Forgetting 


By Prof. Henry Dickson 


S your mind like a scrap pile because business from now on 
heaped up with a lot of unre- will be more intensive than ever 
before. Every man in every place 
facts? When you want toremem- — =e - a cent mee 
: . wet late aa a sset o e ost value 
ber ® name, piace or Gata, —— . Whatever may be your position, 
you grope uncertainly in this send now for information. 
mixed-up pile seeking in vain to 
locate the desired information? DICKSON MEMORY ‘TRAIN- 
And finally, in embarrassment, ING HAS HELPED 
give it up? Summoned on any 
occasion to give facts and figures f THOUSANDS 
—does your mind becomea blank? Mail coupon or send postal for 
When suddenly called upon to epee! ~~ students who 
epeakdo you seck wildy tocol. ad xcendingly poor memories 
lect your thoughts—utter a few -and men with remarkably good 
PROF commonplace remarks and sit memories, who made them even 
HENRY DICKSON down—humilated? VW ithout better. Give me 10 minutes daily 
pone nt death Memory,all the knowledgein the and I will make your mind an in- 


lated, unclassified, unindexed 


The Dickson Trained mind is 


foremost 


nent ae 7 world becomes worthless. “Stop fallible classified index, from as well ordered G3 @ C708 
" Memory School, Forgetting” makes yourminda@ which you can instantly select ” iudexed file 
t Bidg., Chicag file—not a pile. facts, figures, names, faces, argu- 


1 CAN MAKE YOUR MIND AS SYSTEMATIC AND ments. Sweiuet your momery end you can command what 
FORGET-PROOF AS A CARD INDEX FILE eo f 
—master of your mind’s infinite SPECIAL OFFER ON “HOW TO SPEAK IN PUBLIC 


ramifications—instead of a victim This de luxe, handsomely illustrated, 
of its disordered details. My richly bound book—regularly priced 
course of Memory, Training per- at $2— free to every student who 
fected by 20 years’ experience, is = enrolls. The book will train you to 
universally recognized as the hink - Sont-—tn @ aie 
most thorough, practical and sim- think on your eet to express — 
plest system of its kind now be- S¢/f clearly, logically and convine- 
fore the public. My system so ingly, whether talking to one person 
thoroughly trains the memory or a thousand. 


that you will be able to classify GET MY BOOK ON 


impressions, ideas, names, facts - 

and arguments and have them HOW TO REMEMBER” 
ready at a moment's notice. It Simply send your name and address 
develops concentration—over- on the coupon or postal for this re- 
comes self-consciousness, bash- markable book. I will also send you 
fulness—enables you to address a free copy of my unique copyrighted 
an audience intelligently without Memory Test. 

notes. 











} _ —_— _— —, -_— -_ -_- - —_— —_ -_- _ _ _ _— -_- 
IMPORTANT NOW Prof. Henry Dickson, Principal 
No time has been more opportune 1 Picksas School of Memory, 1640Hearst Building, Chicago, Ul 


¢ average mind resembics a - ms 
rap pile than the present to train the Send me your Free Book “How to Remember.” aleo particulan 
; ; memory and the powers of con- how to obtain a free copy of Dickson's “ How to Speak in Public, 
centration. The soldier also Memory Test free 
needs this training to help i 
to master quickly the Name 
tude of technical in- ! 
ctions which are part 4 te . 
, ct 
his military discipline. j Str 
e man who remains at 
e needs this training § City 





MAKE A BOOK OF YOUR GREGG WRITERS 


To get full value out of your magazines they should be kept 
in a binder where they will be protected from damage while 
being perfectly convenient for use. Dy a special arrangement 
with the manufacturer we are able to offer you what we 
consider the best m Lwazine ] | 

This binder holds on 

expanded t n 

{The magazin 


muti 


THE GREGG WRITER 


24 East 28th Street New York City 
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About This New Volume of the G. 


HEY’VE given me an assignment. 

I I'm to talk to you about this new 

volume of the Gregg Writer and 
I've been warned not to let the subject 
run away with me, for everyone around 
the office knows that the Gregg Writer is 
very close to my heart. You see I’ve been 
reading it and working on it for quite a 
good many years now, and I have watched 
it develop and I’ve watched the subscrip 
tion list grow. I have realized that we are 
reaching and helping more people every 
year and there’s been a lot of satisfaction 
in it. Then I’ve made a good many 
friends through the Writer and 
they have written me nice letters and they 
come to see New 
York. You don’t know how good it makes 
you feel to have someone come in and say, 
“IT have been reading the Gregg Writer for 
a good many years and I feel as though 
I know all you people who work on it.” 
There have been lots of boys in uniform 
coming in these last few months with some 
such message as that and you may know 
that we are glad to feel that the magazine 
reaches many, many boys in the trenches, 
on the ships and in the training camps. 

* * * * 

Yes, I like the G. W. I have been be- 
lieving in it and working for it for a long 
time. Of course with Mr. Fry it is differ 
ent. Mr. Fry used to sell books and he 
didn’t want to be bothered with the 
Gregg Writer. He knew that there was 
no money in it and we could never argue 
with him on that point. We knew it, too, 
but we liked it just the same. But we 
have converted Mr. Fry. He is business 
manager for the Gregg Writer now and he 
is determined that it shall 
financial liability and that its circulation 
and we believe 


Gregg 


me when they are in 


cease to be a 


and usefulness shall grow 
him because Mr. Fry has a way of getting 
what he goes after. 

o * 7 * 

With Mr. Gregg it is a different story. 
You see Mr. Gregg and the Gregg Writer 
are It is close to his heart all right 
and he’s for it all the time. No matter 
how busy Mr. Gregg is you can always get 
a conference with the chief by beginning, 
“IT want to talk to you about the maga- 


one. 
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W. 


zine That is what I want to talk to 
you about, the new volume of the Gregg 
Writer. 


. aa * * 


For once I will begin at the beginning. 
How do you like the new I think 
it one of the best we ever had. It is sur 
the old guard among 
and pick up a maga- 
that is a 


cover? 


prising how many of 
our readers come in 
zine and say, “Yes, nice cover, 
but I always liked that one you had long 
ago—the first year I took the magazine.” 
Well, we them, but 


your first year we expect you to like this 


can't blam« if this is 
cover the best. We are planning to have 
the color different each month. And you 
will learn to know every issue at a glance. 
That will help we know, for you are going 


often to your back 
a: 2 eS € 


issucs. 


to refer 


Mr. 


Private Swem, but 


Our first article this month is about 
Charles L. Swem, now 
he'll always be Charlie to us. You see we 
knew him before President Wilson did and 
we think just as much of him as President 
Wilson No what titles he 


wins, and we are banking on his future, 


does. matter 


he'll always be Charlie to us! 
* * * 

You will like the 

Mr. W. J. Pelo, the author of this month’s 

article and editor of the 
of broad experience in 
fund of 

tion and an immens« 


new English articles. 
series, is 

this work 

valuable 


a man 
and he 
brings to it a informa 
supply of enthusiasm 
You will enjoy him. When you come in to 
York 


Is Ont 


see us in our New office must 


meet Mr. Pelo. He of the 


ple in the organization whom you will en 


you 
new peo 


joy knowing. 
= * * * 


Then comes the Learners’ Department 
We do wish that we 
dreds of sul 
vear’s beginners 

ested we all are in them and in their su 
We Wi 
had the same problems that you have. 
We are giving you only four drills in 
shorthand this month. Next month there 
will be two more and some business let 
ters. If and these 
drills you will be re idy for the letters, 


could make these hun 
this 
inter 


new scribers who are 


realize how much 


cess. were all beginners once. 


you read practice 


page XI ) 
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About This New Volume of the G. W. 


(Continued 


and when you can read and write letters 
you will feel that you are surely on the 
way to becoming real stenographers, for 
letters make the bulk of every re al 
stenographer’s work. 

* 7 * + 


up 


There are some changes in the O. G. A. 
Department and that is a department that 
can do big things for your shorthand if 
you will only let it. In the first place, the 
fee has been reduced. 
ten cents now to submit a paper for official 
We don’t want anyone to stay 
out of the There are two 
steps in the O. G. A., the membership and 
the higher certificate, and if you are really 
ambitious for 
you will not be satisfied until you get them 


It costs you only 


approval. 


because fee. 


professional advancement, 


both. And you'll enter the annual con- 
test, too. Watch the department for an 
nouncement. There are substantial money 
prizes and great honor for you in that 


event. You will see that we are not pub- 
lishing the names of the O. G. A. and O. 
A. T. members this year. The lists were 
getting so long and they took so much 
space that we have just had to leave them 
out. The names of the winners of the Su- 
perior Merit Certificate, however, will be 
published and the winners of club prizes 
and the winners in the annual contest. So 
if you really want to see your name in 
print, vou have a chance! 


* * * . 


What shall we say about the editorials? 
They are the most widely read and quoted 
part of the magazine. They will help you 
to know the editor and to get his view- 
point not only on commercial education but 
on work and life in general. Some people 
tell us that they always read the editorial 
brevities first. And you will find lots of 
news and suggestions and inspiration in 
these pithy paragraphs. 

i Se 

Mr. SoRelle is back in the Office Train- 
ing and Typewriting Department and his 
many friends will welcome him home. We 
have enjoyed Mr. McNamara during the 

He has given us many 
under direction the 


past three years. 
and 


new 


things his 


fi 


all be satisfied. 
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O. A. T. has been organized and has 
grown into a big and vital part of the 
magazine. But we have had to give Mr. 


McNamara up. He is a very busy man. 
Of course Mr. SoRelle is a busy man, too, 
but he knows so much about typewriting 
office he 


ideas and sO Wt ll 


and training and has so many 


new he that 
have just had to make him come back, and 


] he lic ve he 


writes we 
is glad to get back, too 

* * * 

What would the Gregg Writer do with 
out Mr. Gurtler? His and the 
shorthand plates in his department have a 
They to 
help expert writers and reporters than we 
You 


of many good things in this department in 


articles 


big following. have done more 


can possibly estimate may be sure 
the months to come 


. * o 


the short 


how 


say 1 word about 


You don't 
planned. 


I must 
hand plates. know care 
fully they are We all 
we can. We fill every spare corner with 
shorthand. We make them varied in ma- 
terial. You will find stories, informational 
and inspirational articles, business letters, 


y . 
rive 


and frequently a page of funny stories. 
Miss Georgie Gregg is writing practically 
all the shorthand plates these days and a 
good job she makes of it, now doesn’t she? 
You see she has a family pride in doing 
the job as well as she can do it and she 
tries to make each month's plates a little 
better than the last. 
plate writer is constantly developing and 
improving in shorthand style. An 
standing feature of Miss Gregg’s style is 
clearness and legibility. It is quite re 
markable that each of our expert plate 
writers has a distinctive style in spite of 
the fact that all are trained in practically 
And each of you will de- 
velop a shorthand style of your own. The 
Gregg Writer can help you in that. It will 
help you, too, to believe in your profes 


For even an expert 


out- 


the same way. 


sion, to see the possibilities in it, to make 
the of of 
yourself, and if we can do that, we shall 


The Make-Up 


most your opportunities and 
Signe d 


Man. 
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Schools Without Teachers! 09%. 


or write 

A number of schools have no teachers to start their .¢ 

. 
commercial work. Some of the larger cities are |, RobertA.Grant, Mgr. 

. *.° . 416-18 Nicholas Buildi 

urg ntly in need of additional commercial teach- Fs ———— 
ers. Among a number of choice openings, ,¢, 
we may have just the place you desire. j6* <i." 
If available for a position inSeptember or October do not fail to notifyus 4? ag « 
¢ 
a 


The Specialists’ Educational Bureau ,¢ 


ROBERT A. GRANT, Mgr. 416-18 Nicholas Bldg., St. Louis, Mo. < 


idds 


TEACHERS’ AGENCY 


28 E. Jackson Boulevard, Chicago To this organizatior ational in scope—empl ry 

es ers and teachers nat sauna y turn aking 
Beston New York Birmingham Denver survey of the whole educationsl eld fer bes 
Pertiand Berkeley les Angeles teachers and teaching opportunities. 














\mong the many positions we filled in July, these bla trail across t 
rom ‘ tin ent—and more: Winthrop, Mass., High School; The Pas k: ird Comme — 
ol, New York City; Johnstown, Pa., High School; Actual Business Colleg 


EAST ( acne ton, Ohio: Havana, Ill., High School; Cedar Rapids, | a 


Rawlins, Wyo., High School: Mid-Pacific Institute, H 


In recent years, September has come to be our busiest 
WEST to be so this year. May we help you? 


THE NATIONAL COMMERCIAL TEACHERS’ AGENCY 


E. E. Gaylord, Manager A Specialty by a Specialist) 35 Ocean St., Beverly, Mass. 











NORTHWESTERN TEACHERS’ AGENCY 
LARGEST IN THE WEST HUNDREDS OF EMERGENCY VACANCIES 
Free registration Write immediately BOISE, IDAHO 














WE RECOMMEND TEACHERS ONLY 


When asked to do so by employers direct. More than 11,000 brainy men and women placed by as. Universities, colleges, Normal 
nd Public Schools our patrons No registration fee necessary for good commercial teachers. 


WESTERN REFERENCE & BOND ASS'N = 698 Scarrit Bldg, KANSAS CITY, MO. 





ene | Iiewere TLAChKEASL Agency 


Chic we TAs Uuacler lade rrr Chica 
lgency | id ge nmeaahkon of Sake lucctiss fuk Herrtce 








70 FIFTH AVENUE, NEW YORX The Agency receives many calls for commercial teachers fro 
WM. O. PRATT, Manager public and private schools and business oaiienne. — 


THE PRATT TEACHERS’ AGENCY Ssma.oa.s =] 





JOIN | LAY ee OC] | OF 


A y . KANSAS city, Mo. 
Greinway Mac Fiat tron Buitoina Munsty Soname New York Ure Bunone 


ST. PAUL CHATTANOOGA, TENN. SPOKANE, WASH. 
Tempce Cover CHAmMeER OF COMMERCE BUROING 





’ 
Commercial Teachers Wanted ALBERT TEACHERS’ AGENCY 
o . ~ 25 €. JACKSON BLVD., CHICAGO 
at war time salaries. Our Booklet “Teaching as a Business New York: 487 5th Ave. Denver: Symes Bldg. 
tells all about your opportunities, Sent free. Svokane: Peyton Bldg. 








VACANCIES — AND STILL MORE VACANCIES! 


by om ne by telegraph, they come—VACANCIES fo ry ur iz teacl 
i en, experienced and inexperienced; r a of 
~d subjects; at high salaries, me tiun n sala 
ts and conditions of teachers 
Day in an lay out, these places are coming to us—we have them r 
} vn fault f u oon’ get the benefit of some one a them 
our Registration blank—free—and watch results 


CONTINENTAL TEACHERS’ AGENCY, (Inc.) Sunlien Green, Kentucky 








Please mention The Gregg Writer when answering advertisements. 





What Books to Use for the 
SHORTHAND COURSE 


Elementary Work: 
The Manual ..... eer eee 
Progressive Exercises ... (deat 50 
Gregg Speed Studies ..... 1.00 
Supplementary Exercises in Gregg Shorthand .60 


ee ee ew ow ow ww oem wm ow we wm owe 


he system are all presented in the Manual. 


Progressive Exercises is art 
ith the arrangement of tl 


TeSTt ¢€ 





Gregg Speed Studies supplies n 
d writing practice and 


Manual 


oo 
SD 
an 


Supplementary Exercises in Gregg Shorthand suppli: 


plementary course of words, sentences and letters 


; 
| t 
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hand, arranged in accordance with the division 
the revised Manual 


Advanced Work: 
Gregg Speed Studies 
Advanced Practice, each 
Gregg Speed Practice 


eee oe Oe ee oe OO em om Oe He Oo oe oe ewe 


use of Gregg Speed Studies, which 
sntary urse, Is ntinued after tl 

In very short courses, no 
ly 


rdinari 
Advanced Practice, which is printed wholly 
ld | ised for reading and writ 


actet! should be u 





Gregg 


{ 


Speed Practice provides an altern 


1 tation, 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco 
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Please mention The Gregg Write r when ansv advertisements. 
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OMEN “tax.” 


Gute are employing hundpode of girls as bookk 
lers even cashiers. Clean 
Set ware with ‘hort hours and higher pay joarp by —4 
x months term jploma aw » d for free 
“He yw to Become a Hanker,’’ by Edgar G. Alcorn. 


American Schoo! of Banking, 440 East State St., Cotumbus, o. 











Grit Gusinediducaler> 


COLUMBUS, OHIO, 


is a monthly journal voted to per ans? nd r : lu 
tion One copy tora me, $1.00 a y Penmans?t Edition on 
ents a year UO! value t 4 nterested in n ash acl 

al education News of t Profession, Discussion Me 
nd Practices given in each au 


ZANER & BLOSER COMPANY, Publishers, Columbus, Ohio 





-_ 


Higgins’ 
Eternal Ink 


Writes EVERLASTINGLY Black. 
Good in Fountain Pens. 
2-oz. bottle, by mail 20 cents. 


At Dealers Generally. 
CHAS. M. HIGGINS & CO., Mfrs. 
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Uncle Sam needs stenographers! There 
never was such an opportunity to make 
big pay in Government positions as to- 


day. Salaries up to $1500 a year. Help 
your country and get a fine position, too. 


HOW, 
by BEN YELLOWSTONE 


tells all you need to know 


It outlines every step neces- 
sary to make you a successful 
Civil Service employee. Gives 
requirements, sample exami- 
nations with answers worked 
out step by step, interesting 
description of the educational 
1dvantage, etc. Beautifully 


By BEN bound $1.50 


YELLOWSTONE See MMB. ci vckcdnat 


The GREGG PUBLISHING COMPANY 


New York San Francisco 





Chicago 














271 9th St., Brooklyn, N. Y. us 


Muirikery 


The Carbon Paper 
That Gives Satisfaction 





























































Carry this beok 
in your pocket and 
refer to it otten 
You will find you 
shorthand vocabulary 
growing rapidly. The 
words have been care- 
fully chosen with a view to their frequency of 
use and the shorthand outlines are beautifully 
written, in conformity with the principles of 
Ha New Manual. 


xew Gregg Shorthand Dictionary 


ontains nearly three times as many words as the f 


mer edition. It marks an epoch in the mechan 
perfection of shorthand textbooks. The pages wer 
first set up in print, ther pposite each word 
shorthand outline was writter The result is a | 


fection of alignment impossible to attain in any othe 
way. It is of a convenient size to slip into the 

pocket, and the handson flexible bit iding is of d 
green stamped with g 208 pages, $1.50 


THE GREGG PUBLISHING COMPANY 
New York Chicago San Francisco 


ark 
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Classified Advertising 











Our government cannot get sufficient stenog- 
raphers for work at Washington Those 
competent get $1,200 to begin, and raisé« 
rapidly; work 7 hours; Saturday half-holiday 
ind 30 days vacation with pay Write im- 


mediately Franklin Institute, Dept. T165, 
Rochester, N. Y., for list of positions open, 








Take Your Dictation from Uncle Sam! 


rine war demands thousands of ste nographers and 
sts. Salary $1,100 to $2,500; 7-hour day; month 
vacation with pay Any stenographer can master 
ir special home-study course and be successful in 
il Service Send for Free Booklet- The Gov- 


ernment Stenographer.” C, F, McDaniel, Box 2,500, 
Cedar Rapids, Iowa. 











A COOD POSITION 


with UNCLE SAM is most desirable. Life positions, 
pleasant surroundings, good pay, steady work, short 
hours, promotions on merit. Both sexes. No politi- 
cal pull. Thousands of appointments yearly. Most 
thorough preparation $5. Returned if not appointed. 
Full information and questions used by the Civil 
Service Commission free. 


AMERICAN CIVIL SERVICE SCHOOL, WASHINGTON, D. C. 








MEN AND WOMEN WANTED 


18 to 60, to fill thousands of vacancies and new 
positions in Government Service in Washington and 
elsewhere, Permanent, higher salaries, patriotic 
work, easy hours, paid vacations. Quick appoint- 
ments, Write for free Book RE, listing positions. 
Washington Civil Service School, 2010 Marden Bidg., 
Washington, D. C. 








WESTERN POSITIONS 
Shave & 0 Inge Comand See compatent ante 
stenographers at attractive salaries, from —_ 
ing, oil and mercantile companies th 
the West. We can place you with little oe. 
Business-Men’s Clearing House, Denver, Col. 














S. Government wants help. Men—Women 
or ovel War preparations compelling 
inds appointments, $100 month. Easy 
ical work. Short hours Vacations with 
Common education § sufficient. Write 


ediately for list and description of posi- 
tions, Franklin Institute, Dept. T164, Roches- 
ter, N. Y. 




















High grade, old established busine ce 
ge in rapidly growing Southern Califor: 
city for sale at a sacrifice Good equ 


exceptionally fine field for expansion 


\ddress Box 152, care The Gregg Writer 
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Gregg 
Speed 


Studies 


is the most notable contri- 
bution to shorthand litera- 
ture that has been made 
since the appearance of the 
Gregg Shorthand Manual. 
It is a combined supplemen- 
tary text-book and dictation 
course, dealing particularly 
withthe problemsof “s 

and “accuracy.” All the 
reading and writing material 
is given in shorthand. An 
extensive and practical 
vocabulary is ingeniously 
woven into the lessons. 





Completely in harmony with 
the arrangement prin- 


ciples of the revised Manual. 
320 pages, beautifully bound in cloth, 


same size as the Manual ~- - -$1.00 


Address Dept. G. W. 


The Gregg Publishing 
Company 
New York Chicago San Francisco 
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CONTINUATION COURSES IN 
GREGG SHORTHAND 


The movement of the population toward the large cities includes many students 
and writers of Gregg Shorthand who are ambitious to continue their study and 
to perfect themselves as stenographers. The schools listed below offer continuation 
courses admirably designed to meet the needs of such students. Any reliable school 


q may be listed inthe uniform space and style show n, upon payment of the advertising 








fee of $35 a year. For convenience the schools are arranged alphabetic ally by cities. 
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Madiso: 


















BURDETTI OLLEGI THE MILLER SCHO( 
18 Boylston Street Lexington Ave. at 23rd St 
Boston, Ma New York, N. ‘ 
LAMR’S BUSINESS TRAINING PHILADELPHIA BUS SS COLLEG 








SCHOO! 1017 Chestnut Str 
397 Ninth Street. Brooklyn. N. Y. Philadelphia, Pa 
HURST'S PRIVATE SCHOOI rAYLOR SCHOO! 
Brisbane Buildi 1002 Market Str 
} Fale New York Phila elphia » 
GREGG SCHOO! IRO ITY COLLE 
6 North Mi al Ay hift Ave. and Gra » 
Pitts P 
ica l i x a 
ruke CENTRAI ITSINESS COLLEGE THE MUNSON Si OR PRIVAT 
11 Fifteenth Street SECRETARIES 
1) { im, é ~~ _ 
DETROIT COMMERCIAL COLLEGI RASMUSSEN PRACTICAL BUSINESS 
A c S / LOO] 














The difference between the men on the high 
tools and the man in the private office is simply 
raining. The men outside stopped when they 
arrived at the bookkeeping stage. While they 
reached their limit here, he became a Higher Ac- 
countant. Now he has ‘‘arrived’’ asan executive. 
Spare time training gave this man a mastery 
of business analysis and organization. He charts 
the condition of the business and shows officers 
and directors in figures where they can save 
where they can apply more efficient methods an 
where every department stands all the time. 
Thousands of men like him are wanted by our 
great corporations. Financicrs and business men 
pay big fees and salaries to have conditions ac- 
curately shown. Incomes of Higher Account- 
ants range from $3,000 to $10,000 a year or more. 
And now the government demands accurate in- 
come reports. The Expert Accountant’s service 
here may save embarrassment and heavy expense, 


Train By Mail 


You can master Higher Accounting in your 
eisure time, while you hold your present position. 
he LaSalle method will train you by mail under 
1e direct supervision and guidance of a large staif 
€C. P. A.’s, including William B. Castenholz, 
. M., C. P. A., Former Comptroller and In- 
tructor, University of Illinois; Wm. Arthur 


LASALLE EXTENSION UNIVERSITY 


**The World’s Greatest Extension University’’ 


Without cost or obligation on my part, please send me particulars regarding your Extension 
ree of Training in Higher Accounting and your Consulting Service. Also a copy of your valuabie 


Dept. 946-H 


{ 
book for ambitious men, “Ten Years’ Promotion In One.” 


f t Position 


Make This Job Yours 





Chase, LL. M., C. P. A., Ex-Secretary Illinois 
State Board cf Accountancy and other members 
of the American Institute of Accountants. 
Under the thorough coaching of these ex- 
rts, you will be thoroughly drilled in the under- 
ying principles of modern Business Analysis and 
rganization, Accounting, Auditing, Cost Ac- 
counting, Commercial Law and Financial Manage- 
ment. Salle accountancy training will qualify 
you to pass the C. P. A. examinations, to hold 
an executive position, or to enter business as an 
Expert Consulting Accountant. Membershipalso 
includes free use of our Consulting Service which 
brings advice whenever needed on special busi- 
ness problems. No large fees; no large amount 
to pay down. This instruction is offered on a con- 
venient monthly payment plan. 


Send the Coupon 


Already over 140,000 business men have prof- 
ited from LaSalle training. More than 20,000 
enroll annually in our various courses. You, too, 
can get the benefits offered by our organization 
of people including 300 business experts, in- 
structors, text writers and assistants. 

Send today for informafion about this course 
which has helped so many men to rise. The 


coupon will also bring our valuable book, ‘“Ten 
for your 


Years’ Promotion In One’’. Write 


copy now. It’s free. 


Chicago, Illinois 
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1 The Biggest Day's Work 


Commands the Biggest Pay 


This is true of everything —including TYPEWRITING 
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Students who are trained in the skilled use of the 


SELF STARTING 
REMINGTON 


have a letter ty ping efficiency which cannot be attained in any 


JL 


J 


other way. The explanation is simple. This automatic in- 
denting mechanism cuts out all hand settings of the typewriter 


carriage and thus gives the typist more time to type. 


The Self Starting Remington enables every typist who uses 


it to become a more productive worker and hence a bigger wage 


ad 






earner. 


Incorpora ted 


NEW YORK and EVERYWHERE 





Remington Typewriter Company \." 
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